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Oaober  1, 1995 


The  Honorable  Frank  M.  Jordan 

Mayor  of  the  City  and  County  of  San  Francisco 

War  Memorial  Building 

401  Van  Ness  Avenue  Room  336 

San  Francisco,  CA  94102 

Honorable  Kevin  Shelley,  President 

Board  of  Supervisors,  City  and  County  of  San  Francisco 

War  Memorial  Building 

401  Van  Ness  Avenue  Room  319 

San  Francisco,  CA  94102 

Dear  Mayor  Jordan, 

It  is  with  great  pleasure  that  the  new  Department  of  Human  Resources  (DFIR)  submits 
its  Annual  Report  for  the  Fiscal  Year  ending  June  30,  1995. 

The  mission  of  the  Department  is  to  serve  the  City  and  County  of  San  Francisco  by 
administering  the  Civil  Service  provisions  of  the  Charter,  providing  personnel  and 
organizational  development  services  to  City  departments,  ensuring  equal  employment 
opportunity  and  workforce  diversity,  administering  employee  health  care  and  workers' 
compensation  benefits,  and  representing  the  City  in  colleaive  bargaining  with  employee 
organizations.  Towards  this  end,  DHR  has  developed  a Human  Resource  Information  System 
in  order  to  modernize  the  City's  human  resources  operations  and  services. 

The  following  are  among  the  major  policy  highlights: 

Final  implementation  of  Proposition  L (November  1993)  which 
consolidated  the  Civil  Service  Department,  Employee  Relations  Division, 

Workers'  Compensation  Division,  Health  and  Safety  coordination,  and 
Health  Service  System  in  the  new  Department  of  Human  Resources. 

Expansion  of  the  Employee  Relations  Division  to  respond  to  Proposition  F 
(November  1994)  Charter  Amendment  which  instituted  Citywide  colleaive 
bargaining  to  determine  employee  wages  and  benefits. 
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Implementation  of  a streamlined  "one-stop"  approach  for  providing 
classification,  recruitment  and  seleaion  programs  and  organizational 
consulting  services  for  City  departments. 

Development  and  implementation  of  comprehensive  guidelines  and 
procedures  to  fulfill  the  Americans  with  Disabilities  Aa  (ADA)  of  1990. 

Development  of  a Citywide  Modified  Duty/Return  to  Work  program  for 
City  employees  who  are  receiving  workers'  compensation  benefits. 

Development  and  implementation  of  new  information  systems  and 
applications  in  order  to  provide  Citywide  personnel  services  in  the  most 
efficient  manner. 

Implementation  of  a contract  with  the  Department  of  Health  for  initial 
medical  treatment  of  injured  city  workers. 

Compliance  with  mandatory  federal  drug  testing  regulations  of  city 
employees  involved  in  transportation. 


This  is  our  first  annual  report  and  effort  to  communicate  the  contributions,  role  and 
purpose  of  the  "new"  Department  of  Human  Resources.  We  exist  to  add  value  to  the  public 
services  provided  by  City  and  County  government  and  facilitate  the  accomplishment  of  goals, 
objeaives,  and  policies  of  the  Mayor,  Board  of  Supervisors,  Boards  and  Commissions,  and 
other  key  eleaed  and  appointed  officials.  We  look  forward  to  a partnership  and  collaborative 
effort  with  eleaed  and  appointed  officials,  employees  and  employee  organizations,  and  the 
public  to  meet  the  challenges  that  face  this  great  city  as  we  move  toward  the  21st  century. 

We  appreciate  the  tremendous  cooperation,  support  and  patience  we  received  from  the 
departments  and  decentralized  personnel  office  (DPO)  staff  throughout  the  year  as  the  City 
launched  a progressive  agenda  to  make  employees  our  most  valuable  human  resource. 

Sincerely, 

Wendell  L.  Pryor  (j 

Direaor 
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FOREWORD:  THE  ATU7 HUMAN  RESOURCES  DEPARTMENT 


The  Department  of  Human  Resources  is  mandated  by  Charter  to  be  the  personnel  department 
of  the  City  and  County  of  San  Francisco,  which  covers  approximately  33,000  employees  in  over 
1600  classifications  working  in  60  departments,  including  two  school  districts. 

The  Department  of  Human  Resources  was  created  by  passage  of  Proposition  L in  November 
1993.  "Pursuant  to  and  in  accordance  with  policies,  rules  and  procedures  of  the  Civil  Service 
Commission  governing  the  merit  system,  the  Department  of  Human  Resources  shall  be  the 
Personnel  Department  for  the  City  and  County...  shall  be  responsible  for  coordination  of  all 
state,  local  and  federal  health  safety  mandates,  programs  and  requirements  relating  to  employees... 
be  responsible  for  policy,  management  and  administration  of  the  Workers'  Compensation 
Program  and  shall  review  and  determine  all  applications  for  disability  leave...  shall  be  responsible 
for  management  administration  of  all  labor  relations  of  the  City  and  County...  and  shall  be 
responsible  for  management  administration  of  all  health  services  of  employees." 

This  is  the  first  document  to  include  information  on  all  Human  Resources  programs,  funaions, 
and  cost  for  the  City  and  County  of  San  Francisco.  The  Retirement  System  remains  a separate 
entity  under  the  Charter.  We  hope  you  will  find  the  following  information  not  only 
enlightening,  but  useful  in  understanding  where  the  City  and  County  of  San  Francisco  spends 
over  two-thirds  of  its  budget... 
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OFFICE  OF  THE  DIRECTOR 
Overview 

The  Office  of  the  Direaor  was  established  concurrently  with  the  Department  of  Human 
Resources.  The  Office  includes  the  Human  Resources  Direaor  and  immediate  staff  which 
provide  management,  administration,  coordination,  and  oversight  of  the  policies  and  staff  of  the 
department,  which  consists  of  approximately  200  employees.  The  Human  Resources  Direaor 
is  represented  by  the  Executive  Assistant  for  Budget  and  Policy,  and  a Special  Assistant  who 
coordinates  and  schedules  meetings  for  the  Direaor  and  Executive  staff.  Because  of  the  scope  and 
magnitude  in  the  development  and  implementation  of  the  Human  Resource  Information  System 
(HRIS)  and  migration  from  the  Wang  to  a PC/Local  Area  Network  (LAN),  the  MIS  Manager 
was  also  included  within  the  Office  of  the  Direaor  during  fiscal  year  1994-95. 

Accomplishments 

• Formal  reassignment  and  integration  of  the  Labor  Relations,  Health  Services,  and  Workers' 
Compensation  Divisions  funaions  within  the  Department  of  Human  Resources 

• Completion  of  a zero-base  budget  analysis  of  the  Civil  Service  Department  funaions,  labor 
relations,  and  health  and  safety  coordination  funaions;  development,  management,  and 
administration  of  the  departments  budget;  and 

• Oversight  and  direaion  of  the  labor  relations  program  including  legal  analysis  and  strategy 
development,  justification  and  accounting  for  resource  allocation  from  the  supplemental 
appropriation,  and  ongoing  consultation  with  the  Board  of  Supervisors  and  the  Mayor  and  his 
staff. 


ADMINISTRA  TION  DIVISION 

Overview 

During  FY  1994-95,  the  Administration  Division  consolidated  funaions  previously  performed 
by  several  different  units.  The  primary  funaion  of  the  Administration  Division  is  to  provide 
technical  support  to  the  Direaor  and  other  DHR  operating  divisions  through  program  planning, 
policy  development  and  implementation,  management  information  systems,  and  maintenance  of 
the  DHR  infrastruaure. 
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Administration  Divisions  programs  include: 

Program  Services,  which  is  responsible  for  strategic  and  workforce  planning,  decentralization  and 
post  audit  programs,  Return  to  Work  programs,  fitness  for  duty  medical  programs,  drug  testing 
program  coordination.  Civil  Service  liaison  and  Rules  Revision  Committee,  personnel  policies 
and  procedures  development  and  implementation,  administrative  separations  of  City  employees, 
and  administrative  processing  of  personal  services  contracts, 

Business  Services,  which  is  responsible  for  the  Department  of  Human  Resources  payroll  and 
personnel,  budget  preparation  and  administration,  accounting,  purchasing,  contraa 
administration,  reprographics,  and  facilities  management,  and 

Management  Information  Systems,  which  is  charged  with  the  development,  implementation  and 
administration  of  the  Human  Resource  Information  System  and  other  automated  human  resource 
applications. 

The  Director,  Administration  Division,  is  also  responsible  for  administrative  oversight  of  the 
recruitment  and  selection  programs  of  the  Fire  Consent  Decree,  as  well  as  special  projects,  such 
as  the  911  Committee. 

AQQQmpliskm.ms 

Program  Services 

• Implemented  new  Personal  Services  Contraas  (PSC)  policies  and  procedures,  developed  PSC 
"expedited  approval"  procedures,  delivered  training  on  PSC  policies  to  user  departments,  and 
developed  and  implemented  computer-based  PSC  tracking  system. 

• Eliminated  the  backlog  of  40  administrative  separations  for  City  & County  employment. 

• Developed  a post  audit  program  for  decentralized  department  personnel  operations. 

• Implemented  computer  generated  reporting  on  the  proportion  of  provisional  employees  in  the 
City  & County  workforce. 

• Completed  a cost  analysis  on  citywide  distribution/pattern  of  HR  staffing 

• Reviewed  and  processed  112  requests  from  user  departments  for  medical  evaluation  of 
employees  related  to  "fitness  for  duty"  under  Civil  Service  Rule  15  Medical  Examinations  and 
Rule  22  Leaves  of  Absence. 
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• Coordinated  development  and  implementation  of  the  Department  of  Transportation  and 
Federal  Highway  Administration  mandated  Drug  and  Alcohol  Testing  Programs.  Conducted 
meet  and  confer  with  affeaed  unions  regarding  "consequences"  of  positive  testing.  Developed 
and  delivered  "Supervisor's  Training  and  Safety-Sensitive  Employee  Education  Sessions"  for 
500  employees.  Selected  and  oversaw  outside  vendor  conducting  actual  testing. 

• Completed  transfer  of  funaion  of  Workers'  Compensation  staff  from  the  Retirement  System 
to  the  Department  of  Human  Resources. 

• Managed  relocation  of  City  Hall-based  programs  and  the  Employee  Relations  Division  to  44 
Gough  Street. 

• Managed  44  Gough  Street  expansion  and  build-out,  1155  Market  Street  lease  and  Workers' 
Compensation  and  Health  Service  System  space  planning. 

• Assisted  the  Employee  Relations  Division  in  processing  colleaive  bargaining  MOUs. 

• Produced  a report  on  proposed  consolidation  of  Police  and  Fire  consent  decree  examination- 
related  funaions. 

• Coordinated  Department  Workplace  Environment  and  Safety  Committee. 


Business  Services 

• Conducted  a Department  of  Human  Resources"zero-based  budget"  analysis  and  developed  the 
Fiscal  Year  1995-96  budget. 

• Performed  costing  of  labor  proposals  in  support  of  colleaive  bargaining  agreements. 


Management  Information  Systems 

• Conduaed  a total  of  1,143  hours  of  training  related  to  the  Human  Resource  Information 
System  (HRIS)  overview,  E-mail,  HRIS  Applicant  Tracking  and  Examination  Scoring 
applications,  WordPerfea  and  file  management,  for  157  participants  from  eleven  different 
departments  including  DHR. 

• Installed  an  optic  fiber  "backbone"  to  enhance  the  LAN. 
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• Completed  migration  from  the  Wang  VS  to  a more  flexible  PC/LAN  environment 

• Relocated  computer  and  telecommunications  systems  for  CSC  and  DHR  from  City  Hall  to 
War  Memorial  and  44  Gough  Street  respeaively  and  for  the  Employee  Relations  division  from 
Fox  Plaza  to  44  Gough  Street 

• Installed  appHcations  for  and  provided  operations  support  and  technical  assistance  to  200  end 
users  (local  and  remote)  of  DHR-CSC,  Workers'  Compensation  and  Health  Service  Systems. 

• Provided  ongoing  reports  to  support  ASO  and  other  budget  preparation,  SSO  and  other 
informational  documents,  labor  negotiations  data  analysis,  workforce  composition  auditing 
and  EEO  reporting. 

• Facilitated  DHR-MIS  and  Management  Information  Systems  User  Group  (MUG)  successful 
co-delivery  of  human  resources  and  personnel  management  information  systems  services. 

• Implemented  office  automation  via  installation  of  cost-effective  hardware,  software,  and 
telecommunication  solutions. 

• Ongoing  implementation  of  Propositions  C,  D,  E and  L vis-a-vis  business  requirements, 
applications,  management  information  systems  and  procedures. 


Special  Projects 

• Facihtated  completion  of  exams  for  entry  and  supervisory  Police  Communications  / dispatcher 
in  support  of  911  projea. 

• Developed  a report  on  proposed  Public  Safety  Services  Unit  that  would  consolidate  Fire  and 
Police  consent  decree  examination  funaions. 


Fire  Services  Examination  Unit 

• Developed  and  administered  promotional  examination  procedures  for  the  rank  of  H-30 
Captain. 

• Administered  physical  agility  testing  for  H-2  Firefighter. 

• Developed  promotion  seleaion  procedures  for  H-4  Inspeaor. 
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EMPLOYEE  RELATIONS  DIVISION 

Overview 

In  accordance  with  the  provisions  of  the  Charter  and  related  ordinances,  the  Employee  Relations 
Division  (ERD)  is  responsible  for  negotiating  and  managing  labor  contracts  that  describe  and 
govern  wages,  benefits,  and  working  conditions  for  virtually  all  classified  employees.  On  behalf 
of  and  in  conjunction  with  the  Human  Resources  Director,  ERD  represents  the  Mayor,  the  Board 
of  Supervisors,  citywide  Boards,  Commissions  and  appointing  officers  on  a wide  variety  of  labor 
relations  matters  which  are  subject  to  meet  and  confer  or  bargaining.  There  are  more  than  40 
recognized  employee  organizations.  The  resulting  labor  contracts  govern  the  expenditure  of 
nearly  $2  billion  annually. 

Accomplishments 

• ERD  was  relocated  and  reorganized.  Through  June  30,  1994,  ERD  was  a division  of  the 
Mayor's  Office.  As  a result  of  Proposition  'L',  ERD  was  reassigned  to  the  newly  organized 
Department  of  Human  Resources.  The  new  assignment  involved  merging  the 
negotiating/grievance  management  staff  with  the  existing  Civil  Service  compensation 
administration  staff,  and  physically  relocating  all  staff  to  44  Gough  Street. 

• Proposition  'F'  was  passed  and  implemented.  In  November  1994,  the  voters  approved  a 
Charter  amendment  which  ended  the  formula  process  for  wage  setting  and  reassigned 
approximately  6,000  remaining  miscellaneous  employees  to  colleaive  bargaining  with  issue  by 
issue  interest  arbitration.  The  immediate  result  was  to  increase  the  number  of  employee 
organizations  involved  in  collective  bargaining  from  six  to  approximately  thirty-six,  or  a six- 
fold increase.  In  addition,  rather  than  negotiating  only  six  new  or  reopened  contracts,  ERD 
was  required  to  negotiate  and  arbitrate  thirty-six  contraas  in  a period  of  less  than  six  months 
from  certification  of  the  eleaion  to  the  final  date  at  which  time  mutually  agreed  to  and/or 
arbitrated  contraas  were  to  be  approved  by  the  Board  of  Supervisors.  This  task  was  perhaps 
the  single  most  challenging  colleaive  bargaining  effort  in  the  history  of  San  Francisco  or  for 
any  local  public  agency  in  the  United  States.  By  June  30,  1995,  nearly  all  of  the  contraas  and 
arbitration  awards  had  reached  the  Board  and  had  been  passed  in  accordance  with  law. 

• New  contract  highlights.  Although  there  is  substantial  variation  from  contraa  to  contraa, 
a significant  number  of  the  new  contraas  have  no  wage  increases.  The  contraa  negotiations 
also  settle  most  of  the  outstanding  htigation  related  to  the  wage  freezes  in  FY  1993-94  and  FY 
1994-95.  Many  of  the  contraas  phase  out  special  premiums,  and  introduce  reform  in  the  areas 
of  workers'  compensation,  payment  of  shift  premiums,  overtime  management,  and  related 
work  rules.  See  Appendix  A and  B for  further  information. 
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• Negotiated  settlement  of  Kagel  award  for  SEIU.  The  Employee  Relations  Division  was 
instrumental  in  both  negotiating  and  implementing  settlement  of  the  Kagel  award  for  SEIU, 
covering  some  9,200  city  workers.  This  Hstoric  settlement  resulted  in  a savings  of  more  than 
$70  million  compared  to  the  original  arbitration  award  issued  by  John  Kagel  in  favor  of  SEIU. 
A further  amendment  was  negotiated  in  June  1995  which  flowed  the  City  to  defer  more  than 
$3  million  from  the  FY  1995-96  budget,  and  mitigate  layoffs  affecting  SEIU  members. 


Summary  FY  1994-95  Performance  Measures 

41 

contraas  negotiated 

23 

non-arbitrated  contraas  to  reach  Board 

6 

training  sessions  conduaed 

1 

Compensation  Manual  prepared 

8,000 -h 

interpretative  inquiries  received  and  resolved 

170 

grievances  pending 

65 

grievances  received 

70 

grievances  resolved  before  arbitration 

11 

interest  arbitrations  conduaed 

76 

bargaining  assignments  issued 

EQUAL  EMPLOYMENT  OPPORTUNITY 

Overview 

The  Equal  Employment  Opportunity  and  Affirmative  Aaion  Seaion  administers  citywide 
EEO/AA  programs,  including  the  Americans  with  Disabihties  Aa,  complaint  investigation, 
mediation,  and  resolution,  and  monitoring  of  Citywide  EEO  compliance,  to  ensure  equal 
employment  opportunities  and  to  promote  a workforce  reflecting  San  Francisco's  diverse 
population. 

The  Equal  Employment  Opportunity  division  provides  resources  to  departments  to  maximize 
their  skills  and  abihties  to  successfully  train  staff  on  EEO  responsibihties,  communicate  the  value 
of  workforce  diversity,  update  departmental  affirmative  aaion  plans  and  goals,  ensure  that  the 
workplace  is  free  of  discrimination,  condua  targeted  recruitment  in  underrepresented 
communities,  condua  fair  and  legal  seleaion  processes,  implement  ADA,  and  ensure  the 
provision  of  reasonable  accommodation  to  persons  with  disabilities. 
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In  FY  1995-96,  Equal  Employment  Opportunity  has  consolidated  with  the  Management  and 

Employee  Development  Division  to  create  a single  EEO  and  Management  and  Employee 

Development  Division.  This  is  expeaed  to  increase  organizational  effeaiveness  to  manage 

resources  more  effeaively  in  addressing  the  needs  of  City  departments,  as  both  divisions  share 

an  employee  development  and  empowerment  focus. 

Accomplishments 

• Developed  guidelines  and  procedures  to  ensure  equal  employment  opportunity  and  affirmative 
action  in  establishing  and  hiring  from  eligible  lists  with  expanded  certification  rules;  trained 
Operations  and  decentralized  staff;  provided  technical  assistance  to  departments;  reported 
compliance  to  Civil  Service  Commission. 

• Updated  affirmative  action  plans  for  each  of  54  departments;  conduaed  workshops  and 
presented  availability  and  underutilization  data  to  departments. 

• Revised  CSC  Rule  1 (1.03)  regarding  EEO/AA  policies  and  employment  discrimination 
complaints.  The  revision  process  included  conducting  interviews  with  departmental  personnel, 
surveying  other  jurisdictions,  working  with  the  CSC  Rules  Revision  committee.  Commission 
on  the  Status  of  Women  (COSW)  Sexual  Harassment  Task  Force  and  finally  submitting  the 
revised  Rule  to  the  Civil  Service  Commission. 

• Investigated  various  models  of  Alternative  Dispute  Resolution  and  developed  a pilot  model 
with  appropriate  guidelines  and  standards  for  use  in  the  City  & County. 

• Reviewed  requests  and  approved  3,423  oral  authorizations  (OAs);  developed  training  to 
transition  responsibility  from  EEO  to  the  Operations  Division. 

• Completed  and  submitted  the  Americans  with  Disabilities  Aa  (ADA)  policies  and  compliance 
procedures  to  the  Civil  Service  Commission  for  approval. 

• Placed  seven  new  employees  with  severe  disabilities  into  permanent  positions  through  the  Rule 
34  Program;  provided  orientation  and  follow  up  assistance  to  employees  and  departments. 

• Placed  13  permanent  employees  who,  because  of  disabilities  were  unable  to  continue  in  their 
jobs,  into  other  permanent  positions  through  the  Disability  Transfer  Program;  continued  to 
work  with  70  employees  seeking  disability  transfers. 

• Administered  92  bilingual  proficiency  examinations  to  employees  and  eligibles  in  Spanish, 
Cantonese,  Mandarin,  and  Vietnamese. 
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• Responded  to  hundreds  of  inquiries  from  employees,  applicants,  and  departments  on 
employment  discrimination;  investigated  41  formal  charges  of  discrimination. 

• Provided  EEO  technical  assistance  to  ensure  a non-discriminatory  workplace  in  the  following 
areas:  MIS  conversion.  Operations  Division  work  groups,  decentralization  agreements, 
establishment  of  new  departments  (Building  Inspeaion,  Transportation),  new  department 
heads,  (Chief  Administrative  Officer,  Juvenile  Probation). 


MANAGEMENT  AND  EMPLOYEE  DEVELOPMENT 
Overview 

The  Management  and  Employee  Development  (MED)  Seaion  trains  City  managers  and 
supervisors  in  strategic  planning,  goal  setting,  performance  measurement,  effective 
communication,  problem  solving,  customer  relations,  and  other  management  skills  to  increase 
the  produaivity  and  effeaiveness  of  the  City  workforce.  MED  also  trains  non-supervisory 
employees  in  effeaive  communication,  customer  service  and  other  skills  to  enhance  productivity 
and  customer  service.  In  addition,  MED  facilitates  organizational  improvement  by  conducting 
appropriate  needs  analyses,  making  recommendations  for  management  improvements  to  address 
identified  needs,  and  assisting  in  implementing  recommendations.  MED  also  works  to  develop 
and  enhance  the  effeaiveness  of  Department  of  Human  Resources  and  decentralized  personnel 
staff  through  Human  Resources  University  by  providing  training  in  technical  personnel  skills 
specific  to  the  City  and  County  of  San  Francisco  and  general  professional  development. 

Accomplishments 

• A major  focus  of  Management  and  Employee  Development  during  FY  1994-95  was  to  support 
the  implementation  of  Proposition  'L'  in  two  significant  ways:  1)  to  facilitate  the 
reorganization  of  the  Department  of  Human  Resources  and  the  zero-based  budget  analysis  in 
a series  of  Executive  Planning  Sessions;  2)  to  develop  and  launch  a major  professional 
development  effort  for  DHR  and  decentralized  personnel  department  staff  in  the  form  of 
Human  Resource  University  (HRU). 

• MED  also  developed  Careers  on  Track,  a program  designed  to  help  employees  displaced  by 
layoff  to  learn  job  skills,  receive  career  counseling,  and  link  up  with  new  job  opportunities. 
MED  staff  collaborated  with  the  Employment  Consortium,  a group  of  private  seaor  personnel 
managers  who  helped  condua  training,  mentoring  and  shared  job  search  information  for 
employees  who  needed  assistance. 


13 


1994-95  Annual  Report 

Department  of  Human  Resources 


• MED  staff  took  the  lead  in  creating  a committee  on  dealing  with  violence  in  the  workplace, 
made  up  of  representatives  from  16  different  City  & County  departments,  and  facilitated 
monthly  meetings  that  resulted  in  the  formation  of  a proposed  set  of  guidelines  that  will  be 
presented  to  the  Civil  Service  Commission,  the  Mayor's  Office  and  to  all  departments  heads 
for  review  and  adoption  in  the  next  fiscal  year.  The  group  also  developed  a model  curriculum 
for  training  managers  and  employees  on  ways  to  defuse  and  prevent  violence  in  the  workplace. 

• In  addition  to  the  above  aaivities  and  despite  staff  reduction,  MED  also  delivered  the  following 
training: 


Number  of  workshops: 

68 

Number  of  Participants 

Executives 

30 

Managers/ Supvrs 

1,050 

Employees 

284 

Total  Participants 

1,432 

HEALTH  SERVICE  SYSTEM 

Overview 

The  Health  Service  System,  a division  of  the  Department  of  Human  Resources  since  July  1, 1994, 
provides  active  and  retired  employees  of  the  City  and  County  of  San  Francisco,  Unified  School 
District  and  Community  College  Distria  and  their  eligible  family  members  the  most 
comprehensive  and  highest  quality  employee  benefit  programs  possible  at  the  most  reasonable 
cost. 

The  current  benefit  programs  consist  of  health,  dental,  disability,  and  dependent  care  assistance 
coverage.  Five  health  plans  and  three  dental  plans  are  available  which  represent  a balanced 
seleaion  of  options.  Also,  a short-term  accident  and  sickness  disability  plan  along  with  a 
dependent  care  assistance  plan  are  available. 

There  are  approximately  98,000  lives  currently  covered  by  the  System  including  74,760  aaive 
employees  and  family  members  and  23,240  retired  employees  and  family  members. 
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AQQQmplUhrnms 

• Total  Health  Service  System  premium  contributions  colleaed  and  disbursed  in  FY  1994-95 
totaled  $171.3  million.  This  represented  a 5.1%  increase  over  FY  1993-94  expenditures,  with 
the  health  care  premium  portion  increasing  only  0.6%  which  is  significantly  less  than  the 
medical  care  inflation  rate  of  4.5%  for  the  12  month  period.  These  cost  restraints  resulted  from 
aggressive  negotiation  with  HMOs,  effective  cost  containment  strategies,  the  further 
implementation  of  Medicare  risk  contracts,  and  the  general  health  care  reform  environment. 

• Cost  savings  of  $2.6  million  for  the  City  and  County  of  San  Francisco  were  realized  and 
attributable  to  the  offering  of  two  prepaid  dental  plans.  Although  most  current  Memorandum 
of  Understanding  with  employee  organizations  required  only  one  fee-for-service  dental  plan 
be  provided,  the  offering  of  two  additional  lower  cost  prepaid  plans  from  which  employees 
may  voluntarily  selea  results  in  a tremendous  cost  savings  to  the  City. 

• Health  premium  cost  savings  of  $23.9  million  for  the  City  and  County  of  San  Francisco  were 
realized  in  FY  1994-95  as  a result  of  Health  Service  System  oversight  and  administration  of 
retiree  Medicare  participation.  This  area  of  oversight  will  become  increasingly  important  as 
Congress  reforms  the  Medicare  program. 

• Open  enrollment  activity  increased  to  a total  of  8,459  applications,  or  a 52%  increase  over  the 
April  1994  enrollments. 


Annual  Open  Enrollment  Activity 
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• The  Internal  Revenue  Code  Seaion  125  Plan  accrued  $1.9  million  in  FICA  tax  savings  to  the 
City  and  a minimum  $7.5  million  in  tax  savings  to  employees. 

• Medical  claims  received  for  the  self-administered  health  plan  increased  by  10.3%  over  FY  1993- 
94  to  232,660,  but  claim  turnaround  decreased  by  3.88  days  to  15.13  days. 


Annual  Volume  of  Claims  Received 


• The  City  Health  Plan  membership  increased  by  nearly  800  lives. 


City  Health  Plan  Enrollment  Changes 
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Goals  and  objeaives  for  the  next  fiscal  year  include  sustaining  cost  containment  measures  to 
reduce  City  expenditures,  enhancing  benefit  structure,  streamlining  claims  processing  to  absorb 
anticipated  increases  due  to  increased  membership,  reorganizing  the  Membership  Division,  and 
creating  a full-service  Accounting  seaion  to  handle  both  HSS  and  Workers'  Compensation  fiscal, 
budget,  financial  and  material  funaions.  In  addition,  we  will  investigate  and  study  the  feasibility 
of  new  technologies  to  strengthen  and  expand  our  organizational  effeaiveness. 


WORKERS’  COMPENSATION  DIVISION 

Overview 

The  Workers'  Compensation  Division  is  responsible  for  the  administration  of  all  workers' 
compensation  benefits  for  aaive  and  retired  employees  of  the  City  and  County  of  San  Francisco. 
Workers'  compensation  benefits  include  medical  payments,  temporary  and  permanent  disability 
payments,  and  rehabilitation  costs  that  result  from  work-related  injuries  sustained  by  employees 
in  the  course  of  their  employment.  The  aaive  population  served  is  approximately  33,000 
including  San  Francisco  Unified  School  Distria  and  Community  College  Distria  employees. 

As  a result  of  Proposition  L,  the  Workers'  Compensation  Division  was  transferred  from  the 
Employees'  Retirement  System  to  the  Department  of  Human  Resources  on  December  31, 1994. 
While  successfully  integrating  the  Workers'  Compensation  programs,  services  and  staff  in  its  new 
organizational  struaure,  the  Department  of  Human  Resources  has  also  set  in  motion  a number 
of  management  and  organizational  improvements,  including  implementation  of  a new  medical 
treatment  facility  contraa  and  migration  to  a modern  workers'  compensation  claims 
management  information  system.  Departmental  and  divisional  managers  are  continuing  to 
identify,  develop  and  execute  a full  range  of  cost  containment  strategies  in  order  to  complete  a 
comprehensive  restruauring  of  the  City's  workers'  compensation  program. 

AccQmpIishments 

• Implemented  a new  initial  treatment  medical  facility  with  San  Francisco  General 
Hospital/U.C.  San  Francisco,  in  lieu  of  the  services  of  Saint  Francis  Memorial  Hospital; 
instituted  case  management  and  review  of  workers'  compensation  medical  claims  using 
protocols  developed  with  SFGH/UCSF. 

• Initiated  the  migration  of  the  Workers'  Compensation  Division  claims  management  database 
to  the  same  management  information  system  used  by  the  City's  third  party  administrator  in 
order  to  create  a unified  database  for  evaluating  the  City's  total  workers'  compensation 
program. 
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• Negotiated  a Preferred  Provider  discount  on  MRI  procedures  with  Future  Diagnostics,  on 
utilization  review  with  Health  Care  Evaluations  and  other  PPOs,  and  saved  $1.4  million 
through  the  use  of  Comp  Alliance  PPO  for  a total  of  $1.5  million  in  cost  savings.  Also 
negotiated  $88,142  in  rebates  with  Saint  Francis  Memorial  Hospital  for  FY  1993-94  services. 

• Engaged  in  strategic  planning  to  consolidate  the  workers'  compensation  program  with  the 
Health  Service  System  within  a new  Department  of  Human  Resources's  Health  and  Safety 
Division  for  FY  1995-96,  which  will  enable  DHR  to  analyze  and  implement  cost  containment 
strategies  based  on  common  program  elements,  information  systems,  and  resource  needs  in  the 
area  of  employee  health  care. 


Number  of  New  Claims 

Disability  and  Non-Disability 
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Workers'  Compensation  Summary,  by  Fund 

(in  thousands) 
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OPERA  TIONS  DIVISION 
Overview 

During  the  1994-95  Fiscal  Year,  the  Department  of  Human  Resources  solidified  the  creation  of 
the  Operations  Division  as  one  division  servicing  all  the  needs  of  the  Departments  in  the  areas 
of  recruitment,  selection  and  examinations,  classification,  requisition  processing  and  certification 
of  eligibles  and  eligible  lists.  As  a part  of  this  transformation,  personnel  analysts  in  Operations 
went  through  a significant  amount  of  training  and  development,  particularly  in  the  areas  of 
classification  methodology  and  the  development  of  consulting  skills.  They  have  instituted  a 
Technical  Roundtable,  which  meets  in  alternate  weeks  to  review  complex  classification  and 
examination  issues  and  discuss  and  learn  from  one  another. 

The  Operations  Division  focused  this  year  on  building  collaborative  efforts  with  the  decentralized 
personnel  units  to  maximize  produaivity,  both  through  comprehensive  decentralization 
agreements  and  through  targeted  delegation  agreements.  Targeted  delegation  agreements  enable 
staff  in  smaller  departments  to  produce  exams  working  under  the  oversight  of  DHR  Operations 
staff. 
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Operations  was  called  upon  to  assist  both  the  Library  and  the  new  Department  of  Building 
Inspeaion  in  implementing  propositions  that  called  for  additional  exams  and  classification 
activity  in  a very  short  time  frame. 

With  the  completion  of  the  Senior  and  Principal  Personnel  Analyst  Examinations,  Operations 
was  able  to  appoint  leaders  and  senior  analysts  for  each  of  the  Operations  Teams  that  service  the 
departments. 

Accomplishments 

The  Operations  Division  accomplished  the  following  major  goals  during  FY  1994-95: 
Classification; 

• Sponsored  classification  methodology  training  for  more  than  60  personnel  analysts,  both  in 
DHR  and  across  the  City. 

• Produced  a Classification  Manual  which  has  been  distributed  to  all  decentralized  units  staff  as 
well  as  to  DHR  personnel  analysts. 

• Consolidated  and  abolished  124  classifications. 

• Facilitated  completion  and  implementation  of  the  Hetch  Hetchy  classification  study. 

• Participated  in  the  Accounting  Study  which  resulted  in  creation  of  a trainee  classification  and 
a flexible  staffing  plan. 

• Made  significant  progress  toward  completing  the  Information  Technology  Classification  Study. 

• Prepared  feasibility  and  cost  analyses  of  anticipated  classification  studies  of  executive 
management,  special  assistant  and  unclassified  positions  designated  as  'A'  jobs. 

• Issued  the  Request  for  Proposal  for  a major  Citywide  Classification  study. 

• Published  a position  paper  and  aaion  plan  for  the  Citywide  Classification/Class 
Consolidation/ Compensation  Study. 

• Produced  the  final  ASO  for  1994/95  and  Interim  ASO  for  1995/96,  incorporating 
administrative  revisions  to  reflea  Proposition  F. 
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• Supported  Labor  Relations  effort  with  salary  surveys  and  other  technical  support  activities. 

• Initiated  study  of  Library  classifications  to  enable  Library  to  implement  Proposition  E. 

• Collaborated  with  Department  of  Public  Works  and  the  Mayor's  Office  of  Budget  and 
Management  to  create  an  Environmental  Services  worker  classification. 

• Worked  with  several  departments  and  with  Local  21  to  consolidate  Engineering  classification 
and  exams. 

• Completed  classification  study  for  Health  Services  and  Workers'  Compensation  Divisions. 


Classification  Program 
Performance  Summary 

Positions  formally  classified/ reallocated 

482 

Classifications  abolished/ consolidated 

124 

New  classes  created  to  describe  new  function/jobs 

24 

Class  specifications  amended 

12 

Salary  Ordinance  amendments 

13 

Publications  (ASO,  Classification  Manual,  Position 
Paper/Action  Plan  for  Citywide  Classification/ 
Class  Consolidation/ Compensation  Study) 

3 

Recruitment/Selection/Examination  and  Support  Services 

• Managed  an  Accelerated  Testing  Program  (ATP)  to  implement  an  agreement  with  SEIU  aimed 
at  converting  provisional  employees  to  permanent  status. 

• Issued  222  examination  announcements. 

• Entered  into  delegation  agreements  with  selected  departments,  to  enable  their  staffs  to  work 
with  DHR  to  produce  examinations  under  Operations  staff  oversight. 

• Assigned  a work  team  of  in-house  and  decentralized  staff  to  develop  an  exam  methodology  and 
manual  which  is  integrated  with  classification  documentation  to  streamline  data  gathering  and 
analysis. 
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• Maintained  listings  of  provisional  announcements  for  all  Departments  and  provided 
information  and  referral  services  to  job  seekers. 


Recruitment  and  Selection  Program 
Performance  Summary 


Examination  announcements  issued 


Regular  exams 

90 

ATP  exams 

m 

Total 

222 

Eligible  lists  produced 

Regular  exams 

141 

ATP  exams 

97 

Total 

238 

Eligible  lists  adopted 

Regular  lists 

133 

ATP  lists 

_21 

Total 

224 

Eligibles 

Regular  lists 

5,102 

ATP  lists 

3.437 

Total 

8,539 

Applications  processed  by  DHR  staff 

Regular  exams 

4,200 

ATP  exams 

17.662 

Total 

21,862 

Applicants  screened  by  DHR  staff 

Regular  exams 

4,086 

ATP  exams 

5.348 

Total 

9,434 
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Layoffs 

• Coordinated  layoff  activity  to  ensure  employees'  seniority  rights  were  properly  maintained 
and  to  implement  terms  of  a new  SEIU  agreement  rescinding  layoffs  for  some  employees. 


Number  of  layoffs  received;  682 


Certification 

• Successfully  tested  new  MIS  system  and  trained  Certification  staff  to  transition  to  new 
applications. 


Certification  Unit 

Performance  Summary 

Number  of  eligibles  certified 

9,235 

Number  of  appointments  validated 

7,863 

Number  of  active  lists 

964 

Number  of  eligibles  on  all  lists 

19,320 

Number  of  requisitions  approved 

9,006 

Number  of  separations  processed 

7,338 

Professional  Training  and  Development 

Sixty  in-house  and  decentralized  staff  completed  intensive  training  in  classification  methodology. 
Additionally,  eleven  roundtable  sessions  were  conduaed  in  which  staff  participated  in  workshops 
and  discussions  of  a variety  of  technical  issues.  Finally,  structured  training  and  presentations  were 
provided  in  specific  processes  and  procedures,  including  certification  activities,  MIS  and  Civil 
Service  Rules. 
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Streamlining  of  Systems  and  Procedures 

All  members  of  the  Operations  Division  collaborated  in  a series  of  work  groups  and  task  forces 
to  develop  procedures  and  streamline  workflow.  Their  efforts  led  to  a new  approach  to 
processing  requisitions  which  will  be  implemented  early  in  the  new  fiscal  year.  These  work 
groups  also  produced  a set  of  procedures  for  decentralized  units  to  follow  in  sending  classification 
actions  to  DHR  for  review  and  approval,  and  to  use  in  an  express  classification  process  for  routine 
actions  that  can  be  expedited.  They  collaborated  with  EEO  staff  to  identify  steps  for  moving  the 
review  of  some  oral  authorization  requests  to  the  Operations  Teams  for  the  purpose  of  reducing 
the  number  of  provisional  appointments  by  converting  the  seleaion  process  to  one  that  can  be 
used  to  make  permanent  appointments  instead.  And  finally,  a work  group  on  Recruitment  and 
Seleaion  began  work  on  a multimethod  job  analysis  methodology  and  streamlined  examination 
procedures. 


DECENTRALIZATION 

A major  goal  of  the  Department  of  Human  Resources  for  the  first  quarter  of  Fiscal  Year  1995-96 
is  the  implementation  of  formal  agreements  with  certain  operating  departments  for  the  delegation 
of  examination  and  classification  aaivities.  In  some  cases,  informal  agreements  have  existed  for 
many  years  and  departments  have  staffed  decentralized  recruitment,  seleaion  and/ or  classification 
units  that  have  operated  under  the  direa  oversight  of  DHR  staff.  Reports  of  the 
accomplishments  of  these  units  during  FY  1994-95  are  presented  below. 

It  is  anticipated  that  upon  fulfillment  of  the  terms  of  the  new  agreements,  these  departments,  as 
well  as  others,  will  funaion  more  independently  within  clearly  defined  parameters  and  under  the 
authority  of  the  Human  Resource  Direaor,  to  perform  recruitment,  seleaion  and  examination 
aaivities  to  meet  departmental  needs. 
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PUBLIC  UTILITIES  COMMISSION 
DECENTRALIZED  PERSONNEL  UNIT 


The  Public  Utilities  Commission  and  Public  Transportation  Department  Decentralized  Persoimel 
Unit  administers  the  recruitment  and  seleaion  program  for  positions  which  are  primarily  utilized 
by  the  Public  Utilities  Commission  and  Public  Transportation  Department.  This  includes 
positions  at  Municipal  Railway,  Water  Department,  and  Hetch  Hetchy. 

For  most  of  the  year,  the  unit  consisted  of  two  analysts  and  a technician  with  responsibility  for 
approximately  5,000  positions  ranging  from  administrators  and  professionals  to  craft  workers  and 
transit  operators.  During  Fiscal  Year  1994-95  the  unit  was  not  fully  staffed  for  three  months. 

Analysts  are  responsible  for  conduaing  job  analyses;  developing  minimum  qualifications  and 
examination  plans;  issuing  announcements;  screening  applications;  developing  and  administering 
written,  oral  and  performance  tests;  scoring  tests;  and  compiling  tests  results.  Analysts  also 
review  qualifications  of  candidates  for  provisional  vacancies.  Nineteen  eligible  lists  with  785 
. cligibles  were  produced  during  the  fiscal  year. 

After  a lengthy  analysis,  the  Hetch  Hetchy  power  house  positions  were  updated  to  reflea  the 
current  duties  which  include  brokering  power.  The  Examination  Unit  started  to  analyze  these 
positions  and  projeas  eligible  lists  to  be  posted  in  the  fall  of  1995. 

During  this  fiscal  year,  nineteen  regular  and  ATP  lists  were  produced  and  four  eligible  lists  were 
posted  for  part-time  Transit  Operator.  This  was  necessary  because  of  the  need  of  the  Public 
Transportation  Department  to  hire  and  train  part-time  Transit  Operators. 

We  continue  to  use  a 24-hour  hotline  number  for  specific  examinations  which  allows  us  to 
disseminate  information  without  tying  up  staff  time. 

It  is  an  ongoing  policy  of  PUC  to  condua  major  recruitment  efforts  in  underutilized  classes  and 
to  convene  Oral  Boards  of  subjea-matter  experts  who  are  refleaive  of  the  applicant  pool.  In 
order  to  accomplish  this,  the  unit  frequently  flies  in  board  members  and  conduas  outreach  in 
various  communities  for  specific  examinations. 
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DEPARTMENT  OF  PUBLIC  HEALTH 
RECRUITMENT  AND  SELECTION  UNIT 


STAFFING  AND  RESPONSIBILITIES 

Established  in  1973,  the  Department  of  Public  Health  Decentralized  Recruitment  and  Selection 
Unit  is  responsible  for  all  Health  Department  recruitment  and  selection  activities,  including 
examinations  for  approximately  235  different  classifications.  The  Unit  is  currently  comprised  of 
six  professional  analysts  and  two  support  staff.  In  Fiscal  Year  1994-95  we  produced  the  following: 


Announcements  issued  54 

Applications  received  & screened  2,000+ 
Eligible  lists  produced  80 

Average  lists  per  analyst  13.3 


Included  among  the  accomplishments  of  the  unit  in  the  1994-95  year  are  the  high  volume 
examinations  for  Class  1428  Unit  Clerk,  Class  1635  Health  Care  Billing  Clerk  I,  Class  2110 
Medical  Record  Clerk,  Class  2430  Medical  Evaluation  Assistant,  Class  2585  Health  Worker,  2830 
Public  Health  Nurse,  2903  Eligibility  Worker,  2908  Hospital  Eligibility  Worker,  and  Class  2920 
Medical  Social  Worker. 

Additionally,  this  unit  played  a major  role  in  administering  examinations  pursuant  to  the  Letter 
of  Agreement  between  the  City  and  County  of  San  Francisco  and  Service  Employees 
International  Union  Locals  790,  535,  and  250.  The  Accelerated  Testing  Program  was 
implemented  specifically  for  the  purpose  of  providing  provisional  employees  in  the  affeaed 
classifications  an  opportunity  to  participate  in  examinations  and  to  be  considered  for  selection  as 
permanent  employees,  thus,  significantly  reducing  the  number  of  long-term  provisional 
employees. 


DECENTRALIZED/DEPARTMENT  OF  HUMAN  RESOURCES  RELATIONSHIP 

The  decentralized  recruitment  and  seleaion  unit  operates  the  same  as  the  City's  centralized 
recruitment  and  selection  division.  The  unit  conducts  job  analyses,  recruitment  in  conjunction 
with  the  Equal  Employment  Opportunity  and  Affirmative  Action  Division,  and  develops  and 
administers  examinations  according  to  the  established  procedures  and  Civil  Service  Commission 
rules.  The  major  difference  is  in  the  reporting  relationship.  The  DPH's  team  aaivities  are 
reviewed  by  the  Department  of  Human  Resources  managers  and  the  Depanment  of  Public 
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Health's  Personnel  Direaor,  and  the  Equal  Employment  Opportunity  teams  of  both 
departments.  There  is  sign-oif  by  both  departments  at  vital  stages  of  the  seleaion  process, 
including  announcements,  passing  points,  protests  and  eligible  lists  prior  to  posting.  Also,  DPH's 
job  experts  are  mostly  managers  with  medical  and  clinical  backgrounds.  They  are  responsible  for 
DPH's  hospitals,  services  for  homeless  youth  and  adult,  long-term  care  for  seniors,  mental  health 
and  substance  abuse  agencies,  AIDS  programs,  and  much  more.  These  jobs  experts  often  generate 
in  staff  a heightened  sense  of  responsibility  for  the  consequences  of  the  work  of  the  unit. 


CURRENT  ISSUES/LOOKING  TOWARD  THE  FUTURE 

At  this  time,  DPH  is  beginning  the  Integration  of  the  Recruitment  and  Selection  unit  with  the 
Classification  unit  (which  currently  is  funded  for  three  professional  analysts  and  two  support 
staff).  Our  goal  is  to  create  a Consolidated  Classification  and  Recruitment  & Seleaion  unit  which 
will  do  the  following: 

• Ensure  that  all  staff  become  'generalists'  so  that  they  are  knowledgeable  in  all  aspeas  of 
Classification  and  Recruitment  & Seleaion.  This  will  therefore  result  in  our  increased  ability 
to  provide  effeaive  customer  service. 
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depar™ent  of  public  health 

DECENTRALIZED  PERSONNEL  UNIT  - CLASSIFICATION  PROGRAM 


The  Department  of  Public  Health's  Decentralized  Classification  Unit  is  responsible  for  the 
administration  of  the  Department’s  classification  plan.  The  Unit  coordinates  and  conduas 
classification  and  compensation  studies  for  approximately  6,000  permanent  and  grant-funded 
positions  within  the  four  divisions  of  the  Department  of  Public  Health:  San  Francisco  General 
Hospital,  Laguna  Honda  Hospital,  Public  Health  Services/ Central  Administration,  and  Mental 
Health,  Substance  Abuse  and  Forensic  Services.  The  work  involves  classification  of  new 
positions,  reclassification  of  existing  positions,  recommendations  on  organizational  staffing 
patterns  and  wage  and  salary  levels,  based  on  analyses  of  internal  and  external  survey  research, 
pertinent  legislation  and  studies  of  industry  standards. 

In  Fiscal  Year  1994-95,  the  Classification  Unit  staff  conduaed  a number  of  such  studies  to  provide 
crucial  support  to  the  Department  of  Health  as  it  restructured  its  service  delivery  in  response  to 
the  current  competitive  managed  health  care  and  collective  bargaining  environment.  This 
required  staff  to  be  flexible  and  innovative,  while  maintaining  the  integrity  of  the  City's 
Classification  Plan  and  remaining  cognizant  of  Civil  Service  Commission  policy  regarding 
reducing  the  number  of  classifications. 


FY  1994-95  CLASSIFICATION  PROGRAM  OUTPUT; 


A.  Positions  classified,  reallocated,  reclassified  (approved  by  CSC)  77 

Recommendations  submitted  to  Department/ CSC  (includes 
grant-funded  positions,  temporary  requisitions  released)  229 

TOTAL:  306 

B.  New  classes  established  1 

C.  Classes  abolished  2 

D.  Amended  specifications  under  review  by  the  Human 

Resources  Department  and/ or  the  Department  of  Public  Health  4 

E.  Special  reports  prepared  (department-wide  studies  and 

surveys  of  staffing  and  compensation  praaices,  etc.)  9 
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ABOLISHED  CLASSES 

Consistent  with  the  Civil  Service  Commission  policy  and  Human  Resources  Department 
dirertive,  staff  abolished  classifications  2120  Institutional  Admitting  Officer  and  2234  Distria 
Health  Officer  because  they  were  obsolete. 

NEW  AND  AMENDED  CLASSIFICATIONS 

In  response  to  the  challenges  of  managed  care,  the  Department  of  Health  has  refocused  its  service 
delivery  to  provide  cost  effeaive,  preventive,  primary  care-oriented  services,  of  which  the  Health 
Centers  are  an  integral  component.  Thus,  classification  unit  staff  researched  the  department's 
request  to  review  a new,  non-clinical  administrator  class  to  direct  restructured  functions  within 
the  Health  Centers,  and  recommended  creation  and  utilization  of  class  2244  Health  Center 
Direaor. 

Furthermore,  managed  care  exigencies  have  accentuated  the  need  for  broader  classes  in  order  to 
maximize  efficient  utilization  of  human  resources  in  the  delivery  of  health  services.  Thus  staff 
conduaed  a number  of  studies  which  resulted  in  recommendations  currently  under  review,  to 
amend  specifications  of  existing  classes  by  updating  and  broadening  the  scope  of  essential 
funaions  and/or  requisite  qualifications.  Principal  among  these  is  class  2322  Head  Nurse  for 
which  staff  also  recommends  a title  change. 


OTHER  MAJOR  CLASSIFICATION  STUDIES 
Materials  Management 

The  Department  consolidated  services  within  all  DPH  Materials  Management  units  under  the 
exclusive  direaion  of  a Materials  Manager,  DPH,  to  implement  a cost  saving  prime  vendor 
contraa  proposed  by  the  DPH  materials  management  restructuring  group.  Subsequently,  staff 
studied  and  recommended  approval  of  class  1373  Special  Assistant  XV  to  serve  as  interim  Direaor 
of  Materials  Management. 

SFGH  Laundry  Services 

When  San  Francisco  General  Hospital  Laundry  Services  were  contracted  out,  staff  reviewed  and 
analyzed  the  educational  and  experience  background  of  incumbent  laundry  workers  whose 
positions  were  deleted,  to  determine  the  scope  of  their  qualifications.  Additionally,  staff 
researched  and  identified  a list  of  classes  with  similar  scopes  and  levels  of  responsibility  and 
comparable  rates  of  compensation.  This  information  was  used  to  facilitate  the  reassignment  of 
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displaced  workers  to  other  jobs  for  which  they  were  deemed  qualified  or  could  be  trained, 
thereby  preventing  unnecessary  layoffs  and  potential  labor  relations  problems. 

Mental  Health  Workers 

Staff  researched  and  conduaed  comparative  analysis  of  the  scopes  of  practice  of  Licensed  Clinical 
Social  Workers  (LCSWs)  and  Marriage,  Family  and  Children  Counselors  (MFCCs)  as  well  as 
reviewed  case  law  to  determine  the  feasibility  and  legality  of  broadening  the  existing  Psychiatric 
Social  Worker  series  specifications  and  examination  requirements  to  include  MFCCs. 

Supplemental  Appropriations 

During  Fiscal  Year  1994-95,  the  Department  of  Health's  budget  was  amended  through 
supplemental  appropriations,  adding  positions  that  required  classification  review.  For  example, 
51  positions  in  the  Jail  Supplemental  were  classified  and  used  to  staff  the  new  jail  facility  in  San 
Francisco  which  was  built  to  prevent  overcrowding  of  existing  jails.  A new  thirty  bed  skilled 
nursing  facility  (SNF)  within  Laguna  Honda  Hospital  necessitated  the  addition  of  27  new 
positions  which  staff  ultimately  classified  to  the  LHH  budget. 

Classification  and  Compensation  Surveys 

Several  studies  were  conduaed  which  provided  the  department  with  data  regarding  prevailing 
hiring  and  other  industry  praaices  and  standards  including  wage  and  salary  benefits  which 
formed  the  basis  of  sound  management  decisions.  Such  studies  included  a survey  of  compensation 
praaices  in  Bay  Area  Hospitals  for  supervisory  and  managerial  registered  nurse  classifications, 
as  well  as  for  shift  differential  pay  for  non-work  (non-produaive)  periods. 


OTHER  SIGNIFICANT  CONTRIBUTIONS 

Staff  participated  in  the  'Decentralization  Work  Group'  meetings  convened  to  study  the 
feasibility  of  delegating  human  resource  classification,  recruitment  & seleaion  funaions  to  the 
departments.  Efforts  by  the  work  group  formed  the  basis  of  the  boiler  plate  language  for  the 
delegated  agreement  between  DHR  and  the  departments. 

Additionally,  another  staff  member  was  assigned  to  the  team  which  assisted  and  advised  the 
consultant  hired  by  the  department  of  Human  Resources  to  provide  classification  training,  as  well 
as  design  the  first  City  and  County  classification  manual. 


30 


1994-95  Annual  Report 
Department  of  Human  Resources 


LOOKING  AHEAD 
Training 

Staff  within  the  DPH  Decentralized  Unit  have  traditionally  been  assigned  to  perform  either 
classification  or  recruitment  and  selection  aaivities.  The  current  goal  however,  is  to  provide 
training  for  analysts  so  that  they  have  sufficient  expertise  in  all  areas. 

Delegation  agreement 

Presently,  staff  of  the  Decentralized  DPH  Unit  and  DHR  is  reviewing  a draft  agreement  to 
increase  the  unit's  responsibility  for  human  resource  functions  currently  performed  by  DHR, 
with  the  goal  of  signing  an  agreement  that  will  shift  responsibility  for  many  classification  and 
recruitment  and  seleaion  aaions  to  DPH. 
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DEPARmENT  OF  SOCIAL  SERVICES 
DECENTRALIZED  PERSONNEL  UNIT 


The  Decentralized  Personnel  Unit  at  the  Department  of  Social  Services  performs  the  examination 
and  classification  work  of  the  department.  This  unit  develops  and  administers  examinations  for 
approximately  23  department-specific  classes  and  for  several  citywide  job  classifications  including 
Class  1430  Transcriber  Typist,  Class  1432  Senior  Transcriber  Typists  and  Class  4308  Senior 
Collections  Officer. 

A major  focus  of  the  Unit  during  the  first  half  of  the  1994-95  fiscal  year  was  the  finalization  of 
examinations  for  two  new  classes  created  through  the  Ralph  Anderson  Classification  Study.  Staff 
adopted  three  eligible  lists  for  the  Program  Specialist  and  Program  Specialist  Supervisor 
classifications  in  November  of  1994.  436  eligibles  were  included  on  the  lists  for  these  specialized 
classifications.  The  appointment  process  for  positions  filled  from  these  lists  was  completed  in 
June  of  1995. 

During  the  fiscal  year  the  Department  also  adopted  three  eligible  hsts  under  the  regular  testing 
process  that  included  78  eligibles.  These  lists  were  for  Child  Welfare  Worker  and  Child  Welfare 
Supervisor. 

Another  major  focus  during  the  1994-95  fiscal  year  was  the  administration  of  examinations 
conduaed  under  the  Accelerated  Testing  Program  (ATP)  pursuant  to  the  Lener  of  Agreement 
between  the  City  and  County  of  San  Francisco  and  SEIU  Union  Locals  790,  535  and  250.  The 
DSS  Exam  Unit  staff  adopted  five  (5)  lists  under  this  program  which  included  131  eligibles.  These 
lists  were  for  Program  Specialist  AIDS  Office,  Senior  Colleaions  Officer,  Colleaions  Supervisor, 
Senior  Social  Worker  and  Institutional  Utility  Worker. 

Consistent  with  Human  Resources  and  Civil  Service  Commission  policy  and  direction,  the  Unit 
has  continued  to  respond  to  departmental  needs  for  eligibles  with  specialized  expertise  and 
backgrounds  through  the  establishment  of  specialized  lists,  rather  than  new  classifications.  The 
staff  worked  closely  with  the  Human  Resources  staff  liaison  and  with  departmental  job  experts 
to  ensure  job-related  examinations  which  fully  conform  to  Civil  Service  Standards  and  merit 
principles. 

The  unit  has  also  attempted,  whenever  possible,  to  integrate  assessment  center  techniques, 
• especially  job-related  written  and  oral  performance  exercises,  into  the  examination  process,  rather 
than  limiting  the  methodology  to  standard  oral  interview  examinations  alone.  Over  time,  the 
unit  has  developed  alternate  forms  of  tests  and  exercises  so  that  examination  administration  can 
be  expedited  and  thereby  respond  more  efficiently  to  departmental  needs. 
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In  addition  to  examination  development,  analysts  respond  to  the  department's  needs  for 
classification  and  compensation  surveys  and  reports.  In  Fiscal  Year  1994-95,  the  Unit  classified 
45  new,  substituted  and  previously  unclassified  positions  in  the  Department's  budget. 

The  Unit  has  three  professional  and  one  clerical  staff  members.  Goals  for  Fiscal  Year  1995-96  are 
to  administer  new  examinations  for  nine  (9)  classifications  (six  for  existing  classes  and  three  for 
new  classes),  to  complete  the  classification  of  new  positions  in  the  budget,  and  to  reduce  the 
number  of  long-term  provisional  employees. 

Priorities  which  will  continue  in  the  next  fiscal  year  will  be  to  finish  ATP  examinations  in 
progress  and  to  administer  examinations  for  new  classes  created  through  the  Ralph  Anderson 
Survey.  The  Unit  is  committed  to  providing  a high  quality  of  service  and  support  to  the 
Department  of  Social  Services,  the  Human  Resources  Department  and  the  Civil  Service 
Commission. 
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AIRPORTS  COMMISSION 

DECENTRALIZED  EXAMINATION  AND  CLASSIFICATION  UNIT 


The  Airports  Commission  Decentralized  Examination  and  Classification  Unit  administers  human 
resource  management  programs  in  the  areas  of  classification,  recruitment,  examination 
development  and  administration,  and  organization  analysis.  In  addition,  staff  participates  in  labor 
negotiations,  coordinates  personal  services  contraas,  conduas  salary  surveys  and  analyses,  and 
conduas  research  and  development  studies. 

In  addition  to  the  regular  examination  program,  the  unit  has  completed  examinations  for  three 
higher-level  Airport  Officer  ranks.  The  successful  completion  of  these  examinations  was  a great 
accomplishment  for  the  Airport.  The  eligible  lists  resulting  from  these  examinations  were  used 
to  hire  Airport  Police  Captains,  Lieutenants  and  Sergeants. 

In  the  area  of  classification,  over  30  positions  were  classified. 

Goals  for  the  next  fiscal  year  include  administration  of  examinations  for  Airport  Operations 
supervisory  and  management  ranks,  and  development  of  a comprehensive  staffing  plan  to  meet 
the  future  workforce  demands  of  the  Airport's  new  international  terminal  complex. 

Continuing  goals  are  to  enhance  the  Airports  Commission  workforce  by  recruiting,  testing,  and 
hiring  qualified  personnel,  conducting  the  classification  program  effeaively,  and  developing  and 
implementing  innovative  human  resource  management  programs. 
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CONTROLLER'S  OFFICE 


The  Controller's  Office  and  the  Department  of  Human  Resources  signed  the  agreement  on 
April  6,  1995,  delegating  to  the  Controller's  Office  the  authority  to  conduct  examinations.  As 
a result,  the  Controller's  Office  has  begun  work  on  the  following: 

CLASS  1649  ACCOUNTANT  INTERN 

In  April  1994,  consultants  Ernst  and  Young  submined  a report  of  their  study  of  accountant 
positions  throughout  the  City.  A result  of  this  study  is  the  creation  of  a new  class,  1649 
Accountant  Intern,  to  replace  Class  1650  Accountant.  Work  has  begun  to  develop  the 
training  program  for  Class  1649  Accountant  Intern,  which  will  allow  an  incumbent  in  that 
class  to  receive  a permanent  1652  appointment  via  flexible  staffing  after  successful  completion 
of  the  internship  program. 

CLASS  1652  SENIOR  ACCOUNTANT 

The  first  examination  developed  by  the  decentralized  exam  unit  was  for  Class  1652  Senior 
Accountant.  The  written  exam  component  was  administered  in  May;  the  oral  exam 
component  will  be  administered  in  August  1995.  The  resulting  list  of  eligibles  will  be  used  to 
fill  additional  positions  allocated  to  class  1652  as  a result  of  the  Ernst  and  Young  study. 

IT  CLASSES 

While  the  department  awaits  the  results  of  the  City's  IT  Classification  study,  numerous 
provisional  appointments  have  been  made  to  fill  vacancies  in  IT  classes.  The  department 
developed  and  administered  14  seleaion  procedures  to  fill  vacancies  in  IT  classes  during  the 
past  fiscal  year. 

AUDITOR  CLASSES 

Classes  in  the  auditor  series  are  under  review.  An  evaluation  of  minimum  qualifications  is 
complete,  as  are  job  analyses  for  Class  1684  Associate  Auditor  and  Class  1686  Supervising 
Auditor.  These  classes  will  open  for  applications  in  August  1995. 
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A ppendix  A Major  Fiscal  and  Policy  Provisions  of  Labor  Ag’i 

<eements 

Budgeted 

Positions 

Duratioii 

i*i^Wage  ■ 

:^“increa8e  ’ 

^ Retirement  Pickup  ^ 

i.Dependent  Care  t 

. Pickup  (Health) 

Trades  Coalition  Agreement 

Automotive  Machinists,  Local  1305 

310 

1 year 

0% 

2%-10/1/95;  1%-1/1/96, 1.5%-4/1/96 

$50-10/1/95;  $75  -1/1/96  . 

Carpenters.  Local  22 

71 

1 year 

0% 

2%-1 0/1/95;  1%-1/1/96;  1.5%-4/1/96 

$50-10/1/95;  $75  -1/1/961 

Cement  Masons.  Local  580 

23 

1 year 

0% 

2%-1 0/1/95;  1%-1/1/96;  1.5%-4/1/96 

$50-10/1/95;  $75-1/1/96, 

Electrical  Workers.  Local  6 

601 

1 year 

0% 

2%-10/1/95;  1%-1/1/96;  1.5%-4/1/96 

$50-10/1/95;  $75  -1/1/96, 

Laborers,  Local  261 

825 

1 year 

0% 

2%-1 0/1/95;  1%-1/1/96;  1.5%-4/1/96 

$50-10/1/95;  $75  -1/1/96  . 

Maintenance  Machinists,  Local  1327 

68 

1 year 

0% 

2%-1 0/1/95;  1%-1/1/96;  1.5%-4/1/96 

$50-10/1/95;  $75  -1/1/96). 

r 

Operating  Engineers,  Local  3 

41 

1 year 

0% 

2%-10/1/95;  1%-1/1/96;  1.5%-4/1/96 

$50-10/1/95;  $75  -1/1/96-:. 

Pile  Drivers,  Local  34 

18 

1 year 

0% 

2%-10/1/95;  1%-1/1/96;  1.5%-4/1/96 

$50-10/1/95;  $75  -1/1/9fi 

Plumbers,  Local  38 

262 

1 year 

0% 

2%-10/1/95;  1%-1/1/96;  1.5%-4/1/96 

$50-10/1/95;  $75  -1/1/9K 

Roofers,  Local  40 

8 

1 year 

0% 

2%-10/1/95;  1%-1/1/96;  1.5%-4/1/96 

$50-10/1/95;  $75-1/1/9K 

Sheet  Metal  Workers,  Local  104 

36 

1 year 

0% 

2%-1 0/1/95;  1%-1/1/96;  1.5%-4/1/96 

$50-10/1/95;  $75  -1/1/9ii 

Theatrical  Stage  Employees,  Local  16 

3 

1 year 

0% 

2%-1 0/1/95;  1%-1/1/96;  1.5%-4/1/96 

$50-10/1/95;  $75-1/1/94 

Rollovers 

1 

Bricklayers,  Local  7/Hod  Carriers.  Local  36 

6 

1 year 

0% 

No  Change 

No  Change  ‘ 

r 

Glaziers,  Local  718 

7 

1 year 

0% 

No  Change 

No  Change  f 

Painters,  Local  4 

68 

1 year 

0% 

No  Change 

No  Change  « 

Miscellaneous 

“t 

Bldg.  Mails.  & Const.  Teamsters,  Local  216 

130 

3 years 

0%;  0%;  0% 

2%-1 0/1/95;  1%-1/1/96;  1.5%-4/1/96 
3%-1/1/97 

$50-10/1/95;  $75  -1/1/5f 
$100-1/1/97  , 



Institutional  Police  Officers  Association 

14 

1 year 

0% 

2%-1 0/1/95;  1%-1/1/96;  1.5%-4/1/96 

$50-10/1/95;  $75  -1/1/5^ 

jr 

S.F.  Probation  Officers  Association 

146 

1 year 

0% 

2%-1 0/1/95;  1%-1/1/96;  1.5%-4/1/96 

$50-10/1/95;  $75  -1/1/51 

District  Attorney  Investigators  Association 

129 

1 year 

1%-7/1/95;  1.5%- 
1/1/96;1%-3/1/96’ 

2%-7/1/95;  1.5%-1/1/96 

$75-7/1/95  I 

Building  Inspectors  Association 

48 

2 years 

0%*;  Reopener 

No  Change 

No  Change 

Unrepresented  Employees 

639 

1 year 

0% 

2%-10/1/95;  1%-1/1/96;  1.5%-4/1/96 

$50-10/1/95:  $75-1/1/11 

Footnotes: 

1 The  1%  wage  increase  on  7/1/96  applies  to  bargaining  units  4C.  14A  anrt  15A.  The  1.6%  increase  on  1/1/96  and  the  1% 

inra-ease  on  3/1/96  aoplv  to  bargaining  units  14A  and  15A  only.  

2 The  agreement  calls  for  the  Building  Inspector’s  wages  to  maintain  parity  with  the  wages  of  Housing  Inspectors.  The 
Housino  inspectors  negotiations  had  not  been  concluded  at  the  time  this  chart  was  generated^ 

3 No  eliqfbility^for  overtime  compensation  if  there  had  been  sick  pay/leave  or  disciplinary  time  off  on  the  preceding  '^o^kday^ 
^^r  if  sick  pay/leave  or  disciplinary  time  off  occurs  on  the  workday  following  the  last  overtime  assignrnent.  For  unrepresented 
employees,  digibility  for  overtime  compensation  begins  for  work  in  excess  of  40  hours  of  actual  paid  work  in  a week. 
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.■».  V-  ■-  ^ 

Premium  Eliminatit^ 
/Change  or  (Buyout) 

Oveitime 
- Reforrn’  ' 

WorkwMk/ " :5f 
Workday  Reform^ 

Workers  Comp 
-Reform* 

New  Costs 

FY  1995-96 

ies  Coalition  Agreement 

>motive  Machinists,  Local  1305 

Sewage  - 10/1/95 

Yes 

Yes 

Yes 

$919,826 

Carpenters,  Local  22 

Sewage -10/1/95 

Yes 

Yes 

Yes 

$202,172 

Cement  Masons,  Local  580 

Sewage  - 10/1/95 

Yes 

Yes 

Yes 

$52,861 

Electrical  Workers,  Local  6 

Sewage -10/1/95 

Yes 

Yes 

Yes 

$1,728,847 

Laborers,  Local  261 

Sewage  - 6/30/95  ($500) 

Yes 

Yes 

Yes 

$1,965,895 

enance  Machinists,  Local  1327 

Sewage  - 10/1/95 

Yes 

Yes 

Yes 

$192,154 

Operating  Engineers,  Local  3 

Sewage  - 10/1/95 

Yes 

Yes 

Yes 

$155,802 

Pile  Drivers,  Local  34 

Sewage -10/1/95 

Yes 

Yes 

Yes 

$67,677 

Plumbers,  Local  38 

Sewage  - 10/1/95 

Yes 

Yes 

Yes 

$918,612 

Roofers,  Local  40 

Sewage  - 10/1/95 

Yes 

Yes 

Yes 

$20,274 

heet  Metal  Workers,  Local  104 

Sewage  - 10/1/95 

Yes 

Yes 

Yes 

$99,887 

latrical  Stage  Employees,  Local  16 

Sewage  - 10/1/95 

Yes 

Yes 

Yes 

Dvers 

lyers.  Local  7/Hod  Carriers,  Local  36 

No  Change 

No  Change 

No  Change 

No  Change 

$0 

Glaziers,  Local  718 

No  Change 

No  Change 

No  Change 

No  Change 

$0 

Painters,  Local  4 

No  Change 

No  Change 

No  Change 

No  Change 

$0 

lellaneous 

Matls  & Corrst.  Tearr^ters,  Local  216 

No  Change 

Yes 

Yes 

Yes 

$397,221 

96-97$322,398 

jtional  Police  Officers  Association 

No  night  diff.  for  pd.  leave 

Yes 

N/A 

Yes 

$20,201 

Probation  Officers  Association 

No  Change 

Yes 

Yes 

Yes 

$195,513 

t Attorney  Investigators  Association 

No  Change 

No  Change 

No  Change 

No  Change 

$218,963 

Building  Inspectors  Association 

No  Change 

No  Change 

No  Change 

No  Change 

$21,263 

presented  Employees 

Night  diff.  reduced  to  5% 

Yes 

Yes 

Yes 

$774,532 

All  regularly  scheduled  shifts  that  include  work  on  Saturday,  which  was  formerly  paid  at  the  rate  of  time  and  one  half,  will  be 
paid  at  the  rate  of  one  and  one  quarter  of  straight  time.  This  applies  only  to  shifts  in  effect  on  July  30, 1995  and  does  not 
apply  to  the  Municipal  Railway. 

Coordinates  sick  leave  benefits  with  workers’  compensation  benefits  so  that  actual  income  does  not  exceed  the  regular  net 
salary. 
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Major  Fiscal  and  Policy  Provisions  of  Labor  Agreements 


f Mac.:.., . 

Budgeted 

Positions 

Duration 

- increase 

.^ifrReUrwnent  Pickup 

Dependent  Care 
Pickup  (Health) 

Mediated/Arbitrated 

Settlements 

American  Physicians  and  Dentists 

173 

1 year 

2%-7/1/95 

1.3%-7/1/95 

No  Change 

Deputy  Sheriffs  Association 

616 

3 years 

2%-7/1/95;  1%-1/1/96; 
1%-10/1/96;  2%-10/1/97 

2%-1 0/1/95;  2%-7/1/96; 
2%-7/1/97;  1.5%-1/1/98 

$75/570-10/1/95*; 

$75/$70-7/1/96*; 

$75/$70-7/1/97*; 

Ironworkers.  Local  377 

13 

1 year 

2%-7/1/95 

4.5%-1 0/1/95 

$75-10/1/95; 

$50-1/1/96 

Municipal  Attorneys  Association 

273 

3 years 

(Yr  1)  2%-7/1/95;  .5”/«r4/1/96 
(Yr2)  1.5%-7/1/96'’ 

(Yr3)  1%-7/1/97  (Reopener)* 
.5%-1/1/98 

1.3%-7/1/95;  Full-1/1/97 

$75/570-7/1/95*; 
$75/570-7/1/96*; 
$75/$70-7/1/97*; 
(Cafeteria  Plan) 

Municipal  Executives  Association 

480 

3 years 

(Yrl)  1%-7/1/95 

1%-1/1/96; 

(Yr  2)  0%,  Reopener*; 

(Yr3)  0-4%  Pay  for  Perf. 

1.5%-1 0/1/95;  1.5%-4/1/96; 
1%-7/1/96;  1%-1/1/97; 
2.5%-7/1/97 

$75-10/1/95;  $75- 
10/1/96;  $75-7/1/97  ; 
(Management  Comp. 
Package) 

Professional  & Tech.  Engineers, Local  21 

2,221 

3 years 

(Yr1)  1%-1 0/1/95 

1%-2/1/96 
(Yr2)  Reopener 
(Yr3)  Reopener 

2%-7/1/95;  1.5%-1/1/96; 
1.5%-1/1/97;  Full-6/30/97 

$75-7/1/95; 
$75-7/1/96; 
Reopener  -Year  3 * 

Stationary  Engineers,  Local  39 

508 

3 years 

(Yr  1)  1%-7/1/95;  1.5%-4/1/96 
(Yr2)  2%-7/1/96 
(Yr3)  1.5%-7/1/97 

1.5%-1 0/1/95;  1%-1/1/96; 
1.5%-7/1/96;  2%-7/1/97; 
Full-1 /I /98 

$75/$70-1 0/1/95*; 
$75/$70-7/1/96*; 
$75/570-7/1/97* 

Teamsters,  Local  350 
Teamsters,  Local  856 

140 

3 years 

(Yrl)  1%-7/1/95;  .5%-1/1/96 

(Yr2)  1%-7/1/96 

(Yr3)  2%-7/1/97;  .5%-1/1/98 

1.5%r1 0/1/95;  2%r7/1/96,  1%- 
1/1/97;  1%-7/1/97;  1%- 
1/1/98;.5%r4/1/98,  Fulk6G0/98 

$75/$70-1 0/1/95*: 
$75/570-7/1/96*; 
$75/570-7/1/97* 

Transport  Workers,  Local  200 

213 

3 years 

1%-7/1/95;  2%-7/1/96 
Reopener-Year  3 

2%-1 0/1/95;  2.5%-7/1/96; 
2%-7/1/97;  Full-1 /I /98 

$75-10/1/95;  $75- 
7/1/96;  $75-7/1/97 

Transport  Workers,  Local  250-A 

268 

3 years 

2%-7/1/95;  2%-7/1/96 

2%-1 0/1/95;  2.5%-7/1/96; 
2.5%-7/1/97;  Full-1/1/98 

$75-10/1/95;  $75- 
7/1/96;  $76-7/1/97 

1 No  eligibility  for  overtime  compensation  if  there  has  been  sick  pay/leave  or  disciplinary  time  off  on  the  preceding  workday,  or  if 
sick  pay/leave  or  disciplinary  time  off  occurs  on  the  workday  following  the  last  overtime  assignment. 

For  employees  represented  by  the  Municipal  Attorneys  Association,  there  is  no  eligibility  for  overtime  compensation,  instead 
these  employees  are  granted  five  (5)  days  of  administrative  leave  on  an  annual  basis.  I 

For  employees  represented  by  the  Municipal  Executives  Association  who  are  FLSA-exempt,  there  is  no  eligibility  for  overtime  | 
compensation.  Instead,  executive  management  (EM)  employees  are  granted  up  to  five  (5)  days  of  paid  executive  leave  per  ' 

year.  Management  (M)  employees  are  eligible  for  up  to  eighty  (80)  hours  of  paid  administrative  leave  per  year.  I 

2 All  regularly  scheduled  shifts  that  include  work  on  Saturday,  which  were  formerly  paid  at  the  rate  of  time  and  one  half, 

will  be  paid  at  the  rate  of  one  and  one  quarter  of  straight  time.  This  applies  only  to  shifts  in  effect  on  July  30, 1995,  , 

and  does  not  apply  to  the  Municipal  Railway. 

3 Coordinates  sick  leave  benefit  payments  with  worker's  compensation  benefits  so  that  actual  income  does  not  exceed  the  regular 
net  salary. 
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Premium  EJImlnartion 
-/Change  or 4Buyout)J^ 

JOvertime*^ 

^Reform'’,!:^ 

Workvvwk/Workiiay 
Refortnf  . - 

Workers  Comp 
Reform* 

Mediated/Arbitrated 

Settlements 

American  Physidar^  arxJ  Dentists 

No  Change 

No  Change 

No  Change 

No  Change 

Deputy  Sheriffs  Association 

Eliminate  CIP 
Eliminate  travel  pay 

No  night  drff  for  pd  Iv 

• 

No  Change 

- 

Ironworkers,  Local  377 

Sewage  - 7/1/95 

No  Change 

No  Change 

No  Change 

Municipal  Attorneys  Association 

No  Change 

Yes 

No  Change 

No  Change 

Municipal  Executives  Association 

No  Change 

Yes 

No  Change 

No  Change 

Professional  & Tech.  Engineers,  Local  21 

No  Change 

No  Change 

No  Change 

No  Change 

Stationary  Engineers,  Local  39 

No  Change 

No  Change 

No  Change 

No  Change 

Teamsters,  Local  350 
Teamsters.  Local  856 

Night  diff  reduced  to 
6%of  actual  hrs; 

Yes 

Yes 

No  Change 

Transport  Workers,  Local  200 

Night  diff  only  for  hrs 
worked 

Yes 

No  Change 

Transport  Workers,  Local  250-A 

- 

- 

* The  1%  wage  increase  on  7/1/96  applies  to  bargaining  units  4C,  14A  and  15A.  The  1.5%  increase  on  1/1/96  and  the 
1%  increase  on  3/1/96  apply  to  bargaining  units  14A  and  15A  only. 

* The  agreement  calls  for  the  Building  Inspectors'  wages  to  maintain  parity  with  the  wages  of  Housing  Inspectors.  The 
Housing  Inspectors'  negotiations  had  not  been  concluded  at  the  time  this  chart  was  generated. 

* Employees  in  classes  Civil  and  Criminal  Trial  Attorney  (8186),  Civil  and  Criminal  Senior  Attorney  (8178),  and  Civil  and 
Criminal  Principal  Attorney  who  are  at  the  5th  step  of  the  salary  range  are  eligible  for  a 0-2%%  pay  for  performance 
increase.  Employees  in  class  Civil  and  Criminal  Attorney  (8174)  will  receive  an  additional  2%%  wage  increase 
effective  7/1/96. 

* As  an  alternative  to  the  3rd  year  pay  increases,  the  Association  has  the  sole  option  for  a wage  reopener. 

’ The  City  will  contribute  at  the  employees  option,  either  $75  through  the  City's  125  Cafeteria  Plan,  or  $70  as  a direct 

payment  for  individual  benefit  options. 

‘ There  will  be  no  general  wage  inaease  for  Year  2,  however,  the  MOU  will  be  reopened  for  compensation  adjustments 
to  reflect  the  findings  of  a Classification  and  Compensation  Study. 
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City  and  County  of  San  Francisco 
Workers'  Compensation  Summary 


FY  1994-95 

FY  1993-94 

FY  1992-93 

GENERAL  FUND 

DIRECT  CHARGES 

Legal 

334,145 

369,860 

252,743 

Medical 

8,865,824 

8,458,788 

9,426,338 

Permanent  Disability 

1,594,321 

1,457,318 

755,842 

Rehabilitation 

197,108 

207,030 

284,041 

Temporary  Disability 

2,542,460 

2,265,847 

3,041,491 

Less:  Recovery  on  Subrogation 

(73,103)- 

(200,407) 

.(320,906) 

Direct  Charges  Total 

13,460,755 

12,558,436 

13,439,549 

DISABILITY  PAY 

Police 

3,499,398 

3,279,809 

3,331,289 

Fire 

3,405,404 

3,321,103 

3,550,280 

Ambulance  & Medical  Stewards 

330,891 

377,336 

206,388 

Other  Safety  Officers  under  PERS 

755,269 

766,836- 

937,669 

Disability  Pay  Total 

7,990,962 

7,745,084 

8,025,626 

GENERAL  FUND  TOTAL 

21,451,717 

20,303,520 

21,465,175 

SPECIAL  FUND 

DIRECT  CHARGES 

Legal 

820,900 

714,680 

314,849 

Medical 

9,301,483 

8,845,657 

8,423,776 

Permanent  Disability 

4,145,184 

3,202,705 

1,196,831 

Rehabilitation 

816,983 

725,470 

619,447 

Temporary  Disability 

8,182,221 

5,928,037 

6,908,236 

Less:  Recovery  on  Subrogation 

(145,219) 

(356,828) 

(465>52&). 

SPECIAL  FUND  TOTAL 

23,121,552 

19,059,721 

16,997,611 

OVERHEAD  CHARGES 

6,105,892 

5,539,014 

3,121,440 

GRAND  TOTAL 

50,679,161 

44,902,255 

41,584,226 
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Appendix  E 


Consumer  Price  Index  for  Urban  Wage  Earners  and  Clerical  Workers 
All  Items,  1982-84  = 100 

Source:  U.S.  Department  of  Labor,  Bureau  of  Labor  Sutistics 


March  1994 

■ March  1995 

Change 

San  Francisco/Oakland/San  Jose 

145.6 

- 148.9 

2.3% 

Los  Angeles/Anaheim/Riverside 

^147.0  ' 

- 149.3 

1.6% 

San  Diego* 

144.0 

146.5 

1.7% 

United  States 

144.4 

148.7 

3.0% 

Yearly  Percent  Increases  in  the  CPI 

Urban  Wage  Earners  & Clerical  Workers 

5.0%  


Note:  Yearly  increases  are  calculated  from  March  to  March.  An  entry  for  March  1991  indicates  the  percentage  increase 
from  March  1990  to  March  1991. 

*Data  for  San  Diego  is  only  available  on  a semi-annual  basis.  The  numbers  shown  represent  the  average  for  the 
1 St  half  of  the  year. 
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Appendix  F 


Health  Service  System 

City  and  County  of  San  Francisco 

MEMBERSHIP  MASTER  REPORT  - 08/31/95 


MEMBERSHIP  STATUS 

City  Plan 

Kaiser 

Takecare 

SecureB 

Aetna 

Healthnet 

Exempt 

TOTAL 

Active  Employees 

Health  & Dental 

3,982 

8,775 

156 

2,260 

5,399 

872 

21,444 

Health  Only 

2,228 

5,226 

37 

927 

2,507 

10,925 

Dental  Only 

581 

581 

SUBTOTAL 

6,210 

14,001 

193 

0 

3,187 

7,906 

1,453 

32,950 

Retired  Employees 

Health  & Dental 

1,722 

2,017 

14 

9 

215 

378 

197 

4,552 

Health  Only 

4,462 

4,274 

13 

32 

317 

646 

9,744 

Dental  Only 

39 

39 

SUBTOTAL 

6,184 

6,291 

27 

41 

532 

1,024 

236 

14,335 

Resigned  Employees 

Health  & Dental 

2 

1 

10 

13 

Health  Only 

65 

16 

1 

4 

2 

88 

Dental  Only 

0 

SUBTOTAL 

67 

16 

0 

1 

4 

3 

10 

101 

Surviving  Spouse 

Health  & Dental 

289 

273 

3 

1 

24 

39 

18 

647 

Health  Only 

900 

750 

4 

5 

43 

62 

1,764 

Dental  Only 

9 

9 

SUBTOTAL 

1,189 

1,023 

7 

6 

67 

101 

27 

2,420 

COBRA  Participants 

Health  & Dental 

15 

42 

9 

21 

87 

Health  Only 

34 

125 

1 

27 

67 

254 

Dental  Only 

21 

21 

SUBTOTAL 

49 

167 

1 

9 

48 

67 

21 

362 

Commissioners 

Health  & Dental 

25 

7 

4 

5 

2 

43 

Health  Only 

2 

5 

1 

2 

3 

13 

Dental  Only 

7 

7 

SUBTOTAL 

27 

12 

0 

5 

7 

5 

7 

63 

Minor  Depns  of  Active  Employees 

Health  & Dental 

2,145 

6,069 

122 

1,709 

3,872 

15 

13,932 

Health  Only 

1,149 

3,291 

23 

707 

1,808 

1 

6,979 

Dental  Only 

5,661 

5,661 

SUBTOTAL 

3,294 

9,360 

145 

0 

2,416 

5,680 

5,677 

26,572 

Minor  Depns  of  Retired  Employees 

Health  & Dental 

109 

204 

24 

45 

382 

Health  Only 

180 

252 

1 

29 

27 

489 

Dental  Only 

79 

79 

SUBTOTAL 

289 

456 

1 

24 

74 

27 

79 

950 

Minor  Depns  of  Resigned  Employees 

Health  & Dental 

0 

Health  Only 

0 

Dental  Only 

0 

SUBTOTAL 

0 

0 

0 

0 

0 

0 

0 

0 

Appendix  F 

»alth  Service  System 

ty  and  County  of  San  Francisco 

MEMBERSHIP  MASTER  REPORT  - 08/31/95 


EMBERSHIP  STATUS 

City  Plan 

Kaiser 

Takecare 

SecureB 

Aetna 

Healthnet 

Exempt 

TOTAL 

inor  Depns  of  Surviving  Spouse 

Health  & Dental 

20 

54 

1 

5 

13 

93 

Health  Only 

11 

43 

5 

11 

70 

Dental  Only 

1 

1 

SUBTOTAL 

31 

97 

1 

0 

10 

24 

1 

164 

inor  Depns  of  COBRA 

Health  & Dental 

7 

3 

3 

13 

Health  Only 

1 

15 

3 

14 

33 

Dental  Only 

3 

3 

SUBTOTAL 

1 

22 

0 

0 

6 

17 

3 

49 

inor  Depns  of  Commissioners 

Health  & Dental 

7 

10 

1 

18 

Health  Only 

4 

4 

Dental  Only 

2 

2 

SUBTOTAL 

7 

14 

0 

0 

1 

0 

2 

24 

dult  Depns  of  Active  Employees 

Health  & Dental 

1,561 

3,047 

68 

929 

1,952 

4 

7,561 

Health  Only 

791 

1,558 

12 

363 

866 

3,590 

Dental  Only 

3,505 

3,505 

SUBTOTAL 

2,352 

4,605 

80 

0 

1,292 

2,818 

3,509 

14,656 

dult  Depns  of  Retired  Employees 

Health  & Dental 

608 

781 

4 

4 

71 

111 

1 

1,580 

Health  Only 

1,509 

1,605 

4 

10 

111 

157 

3,396 

Dental  Oniy 

280 

280 

SUBTOTAL 

2,117 

2,386 

8 

14 

182 

268 

281 

5,256 

dult  Depns  of  Resigned  Employees 

Health  & Dental 

1 

1 

2 

Health  Only 

2 

1 

2 

5 

Dental  Only 

0 

SUBTOTAL 

3 

1 

0 

0 

2 

0 

1 

7 

dult  Depns  of  COBRA 

Health  & Dental 

3 

3 

1 

7 

Health  Only 

6 

9 

2 

8 

25 

Dental  Only 

1 

1 

SUBTOTAL 

6 

12 

0 

0. 

5 

9 

1 

33 

dult  Depns  of  Commissioners 

Health  & Dental 

9 

4 

1 

2 

16 

Health  Only 

2 

1 

1 

4 

Dental  Only 

7 

7 

SUBTOTAL 

9 

6 

0 

1 

1 

3 

7 

27 

lEALTH  PLAN  TOTALS 

21,835 

38,469 

463 

101 

7,834 

17,952 

11,315 

97,969 

47 


Appendix  G 


HEALTH  SERVICE  SYSTEM 

Statement  of  Premiums  Collected  and  Disbursed 
for  the  Twelve  Month  Period  Ending  June  30, 1995 
(unaudited) 


Additions  to  Trust  Fund  From: 

For  Quarter 
Ending  June  1995 

Fiscal 

Year-to-Date 

Prior  Fiscal 
Year-to-Date 

Employer  Health  Contributions 

Active 

$20,445,948 

$73,898,901 

$67,484,474 

Retired 

6,696,411 

27,778,452 

28,120,896 

Employer  Dental  Contributions 

Active 

$4,991,060 

$18,411,542 

$11,761,410 

Employee  Contributions 

Active  Health 

$8,471,796 

$33,378,592 

$38,250,911 

Retired  Health 

2,148,003 

8,972,184 

10,395,641 

Active  Dental 

123,159 

468,703 

360,199 

Retired  Dental 

327,563 

1,300,387 

1,230,848 

Employee  Disability 

2,323,047 

5,327,449 

4,164,363 

Total  Contributions 

$45,526,987 

$169,536,210 

$161,768,742 

Deductions  from  Trust  Fund  to: 

City  Health  Plan 

Kaiser  Foundation 

Bridgeway 

Aetna 

QualMed 

Foundation 

Delta 

Denticare 

Safeguard 

Vision  Service  Plan  (HMOs) 
Colonial  Disability 

$11,566,378 

15,301,805 

0 

3,404,788 

7,709,648 

93,004 

5,039,664 

304,950 

88,931 

176,674 

2,323,047 

$45,181,119 

58,106,589 

0 

12,731,818 

28,841,509 

353,651 

18,670,672 

1,155,152 

344,886 

620,048 

5,327,449 

$43,353,465 

61,408,555 

99,471 

12,075,745 

27,135,510 

327,368 

12,201,911 

1,262,292 

380,493 

549,253 

4,164,363 

Total  Deductions 

$46,008,889 

$171,332,893 

$162,958,426 

Net  (De)  increase  in  Fund  Assets 
Attributable  to  Premium  Collections 

($481,902) 

($1,796,683) 

($1,189,684) 

Excess  (Deficit)  of  Plan-1  Premiums 
to  Claims  Paid 

109,029 

1,554,315 

4,330,907 

Interest  Earned 

552,999 

2,052,995 

1,739,382 

Net  (De)  increase  in  Trust  Fund  from 
Premiums  Collected  and  Interest 

$180,126 

$1,810,627 

$4,880,605 

* Administrative  fees  to  be  allocated  to 

Cobra  and  Dental  Administration 

$36,117  • 

48 

$137,387  * 

$129,578 

A^^endixH 


CITY  AND  COUNTY  OF  SAN  FRANaSCO 
HUMAN  RESOURCE  COSTS 
1993-94  AND  1994-95 


1994  Budset 

General  Fund 

1995  Budget 

Change 

Pet  Chg 

1994  Budget 

Total  City -wide 

1995  Budget 

Change 

Pc;  (Thg 

miAnent  Salnries 

Miscellaneous 

449.893.84S 

473.296.998 

23.403,150 

5.2% 

715,968,896 

745.817,953 

29.849.057 

4.2% 

Unifonn -Police 

86.921.344 

98,775,858 

11,854,514 

13.6% 

86,921,344 

98.775.858 

11,854.514 

13.6% 

Unifomi-Fire 

66.987.016 

76,992.249 

10,005.233 

14.9% 

70,981,126 

81,192,082 

10410.956 

14.4% 

MUNI  Platfonn 

84.369.521 

85,503,837 

1,134,316 

1.3% 

84,369,521 

85,503,837 

1.134.316 

1.3% 

Nurses 

70.454.597 

74.495.887 

4.041,290 

5.7% 

72,320,940 

77,493,882 

5,172.942 

7.2% 

mporwy  snJeries 

Misc 

10.344.935 

10,545.936 

201,001 

1.9% 

23,561,705 

22,936,191 

(625.514) 

-2.7% 

Nurses 

6.295.631 

5.707.100 

(588.531) 

-9.3% 

6,392,331 

5,856,833 

(535.498) 

-8.4% 

ertinie 

Misc 

6.853.934 

6.705.049 

(148.885) 

-2.2% 

16,211,506 

15.411.186 

(800.320) 

-4.9% 

Uruform 

7.176.474 

11.442.939 

4.266.465 

59.5% 

7,438,910 

14,011.120 

6.572410 

88.3% 

Jidfly  Pay 

Misc 

13.326.931 

6.752.553 

(6.574,378) 

-49.3% 

0 

14,990,053 

7,881,279 

(7,108,774) 

-47.4% 

Uniform 

0 

8.123.923 

8.123.923 

ERR 

0 

8,445,383 

8.445.383 

ERR 

tended  Work  Week 

0 

0 

0 

ERR 

248,975 

229,347 

(19.628) 

-7.9% 

eniiuni  Pay 

Misc 

14.975.380 

15,789.784 

814.404 

5.4% 

16,844,836 

17.739.498 

894.662 

5.3% 

Uniform 

6,190.303 

6,767,714 

577,411 

9.3% 

6,268476 

6.853470 

584.694 

9.3% 

>tal  Salaries 

823,789,914 

880,899,827 

57,109,913 

6.9% 

1,122,518,719 

1,188,147,719 

65,629,000 

5.8% 

•nefltj 
!t  - Misc. 

40.261.152 

31.377,259 

(8.883.893) 

-22.1% 

59,125,734 

44.640.635 

(14.485.099) 

-24.5% 

t - Uniform 

47.576.732 

34.116.763 

(13.459.969) 

-28.3% 

49.099471 

34.921.481 

(14,177.790) 

-28.9% 

,t  - PERS  safety  ofcrs 

7.668.583 

6.260.719 

(1.407.864) 

-18.4% 

9,435,172 

7,886.360 

(048.812) 

-16.4% 

iciaJ  Security 

34.645.568 

37.038.785 

2.393.217 

6.9% 

51,471,070 

54,209.994 

2,738.924 

5.3% 

etlicnre 

11.655.269 

12.937.638 

1.282.369 

11.0% 

.15.999432 

17,360.738 

1.361406 

8.5% 

salth  Service 

32.401.465 

33.377.960 

976.495 

3.0% 

’44.670.625 

43,382,251 

(1488.374) 

-2.9% 

:ntal 

2.893.090 

4,678.270 

1,785.180 

61.7% 

11,380489 

17.708,292 

6.327.703 

55.6% 

lemploymenl 

746.130 

1.561.439 

815,309 

109.3% 

1.019,117 

2.095,257 

1,076.140 

105.6% 

FB  Savings 

(2.818.881) 

(8.001,340) 

(5,182,459) 

183.8% 

(994,935) 

(4,442.556) 

(3.447.621) 

346.5% 

VU  Trust  Fund 

12.150.000 

12,150,000 

0 

0.0% 

12.150,000 

12,150.000 

0 

0.0% 

uilth  Sve  Subsidy 

• 19.508.928 

20.505.599 

996.671 

5.1% 

21,849.388 

22.747.394 

898.006 

4.1% 

spendent  Health 

3.609.597 

5.843.404 

2,233,807 

61.9% 

3,692,908 

6.094,504 

2.401.596 

65.0% 

it/Health  pick  up 

4,361.740. 

9,991,149 

5,629.409 

129.1% 

4.402.164 

10439.724 

5.837.560 

132.6% 

4 Dependent  health 

3.509.847 

3.634,504 

124,657 

3.6% 

3,512.218 

3,680.084 

167.866 

4.8% 

>tal  Benefits 

218,169,220 

205,472,149 

(12,697,071) 

-5.8% 

286,812,853 

272,674,158 

(14,138,695) 

-4.9% 

orkers  Comp 

19,249,162 

20,929a«2 

1,680,120 

8.7% 

24440,197 

26,192,149 

1,951452 

8.1% 

>tal 

1,061,208,296 

1,107,301,258 

46,092,962 

4.3% 

1,433471,769 

1.487.014,026 

53,442457 

3.7% 

).  of  Positioru 

16.521 

17,520 

999 

6.0% 

22.185 

23,310 

1,125 

5 1% 

'g  Cost/Position 

64.234 

63.202 

(1.032) 

-1.6% 

64,619 

61,494 

(3,125) 

-4  8% 

furce;  Reports  2220C,  3020.  7/16/94 
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1999-2000  ANNUAL  REPORT 


DEPARTMENT  OF  HUMAN  RESOURCES 


Civil  Service  Commission 

The  Civil  Service  Commission  adopts  the  rules,  poli- 
cies, and  procedures  that  carry  out  the  civil  service 
merit  system  provisions,  and  may  require  periodic 
reports  from  the  Human  Resources  Director  on  such 
issues.  The  Civil  Service  Commission  also  hears 
appeals  from  the  Human  Resources  Director's  actions 
in  accordance  with  Civil  Service  Rules. 

Karen  Clopton,  President 

Rosabella  Safont,  Vice  President 

Donald  A.  Casper 

Morgan  R.  Gorrono 

Adrienne  Pon 

Kate  Favetti,  Executive  Director 


Health  Service  Board 

The  Health  Service  Board  establishes  and  maintains 
medical  care  benefit  plans  for  Health  Service  System 
members.  Through  the  Human  Resources  Director,  the 
Board  contracts  for  these  plans,  and  conducts  and 
administers  the  plans. 

Scott  Heldfond,  President 

Claire  Zvanski,  Vice  President 

James  Deignan 

Jean  Fraser 

Supen/isor  Leland  Yee 

Harry  Paretchan 

Melissa  Welch,  MD 
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Vision  Department  of  Human  Resources 


We  set  the  standard.  Consistent  with  our  obligation  to  the  citizens  of  San  Francisco,  the 
Department  of  Human  Resources  (DHR)  is  a role  model  for  other  local  personnel  systems 
in  the  state. 


DHR's  systems  adhere  to  merit  system  principles,  while  allowing  maximum  manage- 
ment flexibility  to  meet  emerging  needs.  Qualified  employees  who  reflect  the  diversity 
of  the  City's  workforce  are  referred  to  departments  for  hiring  as  the  need  arises. 


DHR  is  well  organized,  with  functions  and  responsibilities  understood  by  all.  Employees 
are  held  accountable  for  performing  their  job  duties. 


There  is  seamless  coordination  of  human  resources  activities  between  DHR  and  oper- 
ating department  staff,  and  we  jointly  strive  to  promote  and  maintain  a healthy  working 
environment.  DHR  proactively  anticipates  and  responds  to  departmental  issues  and 
maintains  a state-of-the-art  HRIS  with  user  friendly  reporting  standards. 


DHR  staff  members  keep  abreast  of  emerging  trends,  assess  their  impact,  and  in  concert 
with  stakeholders,  make  timely  adjustments  to  policies  and  procedures.  Also,  these  staff 
members  are  valued  for  their  expertise  and  comprise  an  integral  part  of  the  City's  man- 
agement team  and  strategic  planning  process. 


1996  Vision  Statement 


1999-2000  ANN 


REPORT 


DEPARTMENT  OF  HUMAN  RESOURCES 


Management  Team  Background 

The  1999-2000  State  of  California  audit  report  of  DHR  noted  that  "with  continued  progressive  management  and 
leadership  . . .the  City  and  County  of  San  Francisco  will  be  one  of  the  leaders  in  the  field."  The  DHR  Management 
Team  consists  of; 


Andrea  R.  Gourdine, 

Human  Resources  Director 

Ms.  Gourdine  began  her  career  with  the  City  and 
County  of  San  Francisco  as  an  Assistant  Personnel 
Analyst  with  the  Civil  Service  Commission  in  1967. 
She  has  been  the  Human  Resources  Director  since 
July  1996.  Her  City  service  has  also  included  Deputy 
Director,  Administration,  San  Francisco  International 
Airport;  Manager,  Bureau  of  Personnel  and  Training  at 
PUC;  and  Assistant  Division  Manager,  Personnel, 
Department  of  Public  Health.  Ms.  Gourdine  also 
worked  for  two  years  as  the  Human  Resources 
Director  at  the  East  Bay  Municipal  Utility  District. 

Ray  Wong, 

Deputy  Director,  Information  Services  Division 
Mr.  Wong  has  been  with  the  City  for  28  years,  starting 
employment  with  the  City  as  a School  Aide.  He  has 
been  the  Deputy  Director  for  Information  Services 
since  July  1997.  Within  DHR,  he  has  also  been  the 
Deputy  Director  for  Administrative  Services,  the 
Recruitment  and  Selection  Manager  (currently  Merit 
Systems  Service),  and  the  EEC  Manager.  Before 
joining  DHR  in  1994,  Mr.  Wong  worked  for  the  Civil 
Service  Commission.  He  also  served  as  the  Consent 
Decree  Coordinator  for  the  San  Francisco  Police 
Department,  and  was  the  Director  of  the  San 
Francisco  Police  Department  Recruitment  Unit. 

Geoff  Rothman, 

Director,  Employee  Relations  Division 
Mr.  Rothman  has  been  with  the  City  for  30  years,  and 
has  served  in  a variety  of  human  resources 
assignments,  starting  as  a Personnel  Analyst  at  the 
Department  of  Human  Services.  Mr.  Rothman  also 
worked  as  the  Consent  Decree  Coordinator  for  the 
San  Francisco  Police  Department,  and  as  the 
Recruitment  and  Selection  Manager  for  the  Civil 
Service  Commission.  Mr.  Rothman  became  the 
Employee  Relations  Division  Director  in  1994. 

Dorothy  Yee, 

Manager,  Equal  Employment  Opportunity  Unit 
Ms.  Yee  has  been  with  the  City  for  23  years.  Ms.  Yee 
started  as  a Public  Service  Employee  with  the  Civil 
Service  Commission,  in  the  EEC  Unit,  and  has 


remained  with  the  EEC  Unit  ever  since.  She  came  to 
DHR  in  1994,  with  Proposition  L's  passage.  Over  her 
23-year  career  in  EEO,  Ms.  Yee  has  served  in  every 
role  available  in  the  EEO  Unit.  Ms.  Yee  became  the 
EEO  Unit  Manager  in  September  1999. 

Bart  Duncan, 

Deputy  Director,  Health  Service  System  Division 
Mr.  Duncan  was  appointed  as  Deputy  Director  of  the 
Health  Service  System  Division  in  February  2000.  Mr. 
Duncan  was  previously  employed  by  the  City 
Attorney's  Office  as  a Deputy  City  Attorney.  He 
counseled  the  Health  Service  System  Board,  and 
handled  numerous  transactional  and  legislative 
assignments  on  the  City's  behalf  for  the  three  years 
he  was  with  the  City  Attorney's  Office.  Mr.  Duncan 
practiced  real  estate,  finance  and  commercial  law  for 
sixteen  years  with  Pillsbury,  Madison  & Sutro  as  a 
senior  counsel,  before  leaving  the  private  sector  to 
join  the  City. 

Frederic  A.  Howell, 

Deputy  Director,  Workers'  Compensation  Division 
Mr.  Howell  has  been  with  the  City  for  over  ten  years, 
serving  in  a variety  of  financial  management  positions 
in  various  City  departments,  including  PUC  and  MUNI. 
He  has  been  with  DHR  since  1996,  serving  as  the 
Deputy  Director  for  the  Worker's  Compensation 
Division.  During  the  15  years  preceding  his 
employment  in  San  Francisco,  Mr.  Howell  managed  a 
number  of  different  functions  in  three  other  northern 
California  municipalities. 

Michele  Modena, 

Deputy  Director,  Administrative  Services 
Ms.  Modena  joined  DHR  as  the  Deputy  Director, 
Administrative  Services  in  April  1999.  Prior  to  joining 
DHR,  Ms.  Modena  worked  as  a Deputy  City  Attorney 
in  the  City  Attorney's  Office  on  the  Labor  Team, 
serving  as  counsel  to  DHR  and  other  departments  on 
labor  and  personnel  matters,  and  serving  as  a lead 
attorney  on  grievances,  labor  contract  negotiations 
and  interest  arbitrations.  Ms.  Modena  previously 
worked  in  the  private  sector  as  a labor  and 
employment  lawyer  with  Pillsbury,  Madison  and 
Sutro,  and  Heller,  Ehrman,  White  & McAuliffe. 
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Sandra  L Favale, 

Chief  of  Staff 


Emily  M.  Morrison, 

Executive  Assistant 


Ms.  Favale  has  worked  for  the  Civil  Service 
Commission  (CSC)  and  the  Department  of  Human 
Resources.  She  has  27  years  of  service  with  the  City, 
starting  her  City  employment  as  a Clerk  Stenographer 
in  the  CSC's  Classification  and  Pay  Division.  For  the 
last  25  years,  Ms.  Favale  has  worked  for  four 
personnel  department  heads.  DHR  Managers  rely 
upon  her  expertise  and  historical  knowledge  of  the 
Department's  procedures  and  operations.  Ms.  Favale 
was  appointed  Chief  of  Staff  in  1999. 


Ms.  Morrison  joined  DHR  as  a Special  Assistant  to  the 
Human  Resources  Director  in  1999.  Her  career  with 
the  City  and  County  of  San  Francisco  began  in  1998, 
with  an  assignment  in  the  Controller's  Office  as  a 
Senior  Personnel  Analyst.  Prior  to  her  experiences 
here,  Ms.  Morrison  served  as  a Personnel  Analyst 
with  the  City  of  Menlo  Park,  California.  Her 
professional  experiences  also  include  the  Children's 
Council  of  San  Francisco,  and  the  San  Francisco 
Housing  Authority. 


Department  of  Human  Resources 
Organizational  Chart 
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Our  History 


In  early  1900,  the  San  Francisco  Civil  Service  Comnnission  was  established,  along  with  the  merit  system  for  hiring 
employees  for  the  City  and  County  of  San  Francisco.  The  Commission  was  charged  with  the  promulgation  of  the 
rules,  policies,  and  procedures  that  formed  the  foundation  of  the  City's  personnel  function.  For  nearly  a century,  the 
Civil  Service  Commission  retained  its  policy  and  program  responsibility  in  guiding  the  competitive  selection  process 
for  the  City  and  County  of  San  Francisco. 


Civil  Service  Commission  staff,  1955 

In  July  1993,  Proposition  "L"  was  placed  on  the  ballot  before  the  citizens  of  San  Francisco.  Proposition  L proposed 
to  establish  a Human  Resources  Department  to  centralize  the  City's  personnel  functions  into  one  department. 
Proponents  of  the  proposition  highlighted  the  City's  "antiquated  and  complex  merit  system"  and  the  decentralized 
personnel  functions  as  the  focus  to  win  support.  After  a successful  campaign,  the  voters  of  San  Francisco  approved 
Proposition  L and  the  Department  of  Human  Resources  (DHR)  was  established  in  January  1994. 

With  the  establishment  of  the  new  Department  of  Human  of  Resources,  functions  from  the  Civil  Service 
Commission,  the  Health  Service  Board,  the  Employee  Relations  Office,  and  the  Retirement  Board  were  transferred 
and  centralized  in  DHR.  In  addition,  DHR  gained  oversight  responsibility  for  Occupational  Safety  and  Health 
Administration  (OSHA)  program  compliance.  Administered  by  a Human  Resources  Director,  nominated  by  the  Civil 
Service  Commission,  appointed  by  the  Mayor  and  confirmed  by  the  Board  of  Supervisors,  DHR  administers  the  Civil 
Service  provisions  of  the  City  Charter,  provides  personnel  and  organizational  development  services  to  departments, 
ensures  equal  opportunity  and  work  force  diversity,  administers  employee  health  care  and  workers'  compensation 
benefits,  and  represents  the  City  and  County  in  collective  bargaining  with  employee  organizations. 

In  Fiscal  Year  1999-2000,  over  two  hundred  employees  worked  together  to  provide  a foundation  for  improvement. 
Indeed,  as  noted  in  the  1999-2000,  State  of  California  audit  report  of  DHR,  a combination  of  "progressive  leadership 
and  enthusiastic,  committed  staff  in  DHR  has  transformed  the  County's  system." 

What  follows  is  a brief  description  of  DHR's  functional  structure,  and  highlights  of  what  DHR's  staff  has  accom- 
plished in  these  functional  areas. 
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Information  Services  Division  (IS) 

The  Information  Services  Division  provides  information  systems  support  and  technical  assistance  to  DHR,  the  Civil 

Service  Commission,  decentralized  personnel  units  and  other  CCSF  departments  who  are  users  of  the  PeopleSoft 

Human  Resources  Management  System  (HRMS)  and  other  DHR  applications.  Primary  information  applications  and 

services  include: 

• PeopleSoft  HRMS  implementation,  training,  and  support  for  local  and  remote  users. 

• SIGMA  (Applicant  Tracking  and  Test  Management  System)  implementation  and  support  for  local  and  remote  users 
in  the  decentralized  HR  departments  engaged  in  the  recruitment  and  selection  of  applicants  for  City  employment. 

• HRIS  (Human  Resources  Information  Systems)  Referral  System  maintenance  and  support  for  the  system  used  to 
administer  the  certification/selection  process  and  appointments  to  City  employment. 

• Data  center  operations  administration  at  four  physical  sites,  including  systems  support  for  the  administration  of  the 
Workers'  Compensation  program  and  the  Health  Service  System. 

• Network  systems  and  office  productivity  applications  support  (word  processing,  spreadsheets,  database,  etc.)  for 
DHR  employees. 

• A technical  service  telephone  Hotline. 


The  Information  Services  Division  in  detail: 

PeopleSoft  Project  Technical  Team 

The  PeopleSoft  Project  Technical  Team  is  responsible 
for  the  technical  implementation  of  the  PeopleSoft 
HRMS  and  Benefits  Administration  modules.  This 
includes  programming  modifications  and  installing 
upgrades. 

PeopleSoft  Project  Functional  Team 

The  PeopleSoft  Functional  Team  is  responsible  for 
developing  functional  requirements  documenting  the 
HR  and  benefits  administration  business  needs  of 
DHR,  the  design  of  business  process  workflow  and 
designing  and  administering  end-user  training. 

Applications  Development  Team 

The  Applications  Development  Team  is  responsible 
for  the  implementation  and  maintenance  of  all  other 
non-PeopleSoft  DHR  applications. 

Highlights  for  1999-2000 

• The  PeopleSoft  Project  and  Applications  teams 
rolled  out  the  HRMS  system  to  365  local  and 
remote  users,  representing  95%  of  all  City  depart- 
ments. The  PeopleSoft  roll-out  was  on  time,  with- 
in budget,  and  on  target 

• Deployed  PeopleSoft  with  an  on-line  requisition 
workflow  feature  - a feat  no  other  public  entity 
has  accomplished  to  date 


Systems  & Operations  Team 

The  Systems  & Operations  Team  is  responsible  for 
the  implementation  and  maintenance  of  the  DHR 
information  systems  technical  infrastructure,  includ- 
ing all  network  and  local  hardware,  operating  sys- 
tems, and  communications  application  for  all  four 
data  centers.  The  team  is  also  responsible  for  the 
telecommunications  infrastructure. 

Highlights  for  1999-2000 

• Upgraded  CITRIX,  allowing  SIGMA  to  be  deployed 
faster,  and  more  efficiently  by  the  100  remote  users 

• Installed  50+  PCs,  replacing  antiquated  WANG  ter- 
minals at  the  Health  Service  System  Division.  The 
team  put  all  DHR  employees  on-line. 


The  PeopleSoft  Project  Team. 
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Employee  Relations  Division  (ERD) 

The  Employee  Relations  Division,  which  manages  and  administers  all  labor  relations  of  the  City  and  County,  is  com- 
posed of  three  separate  units;  the  Labor  Relations  Unit;  the  Merit  System  Services  (MSS)  Unit;  and  the 
Compensation  Unit. 


The  Employee  Relations  Division  in  detail: 

Labor  Relations 

Labor  Relations  is  responsible  for  negotiating  all  labor 
contracts,  and  for  managing  and  reviewing  all  con- 
tractual and  disciplinary  grievances. 

Highlights  for  1999-2000 

• Negotiated  five  collective  bargaining  contracts 
covering  over  13,000  employees 

• Met  and  conferred  with  City  organizations  regard- 
ing three  Charter  Amendments 

• Processed  1 69  union  grievances  and  successfully 
resolved  almost  40%  of  those  filed 

• Increasingly  counseled  departments  "preventa- 
tively"  to  avoid  grievances,  and  encouraged 
departments  and  union  representative  to  take 
advantage  of  the  expedited  arbitration  process  in 
order  to  bring  swifter  closure  for  all  parties 

Merit  System  Services  (MSS) 

MSS  provides  direct  services  and  consultation  for  all 
City  departments  in  the  areas  of  recruitment,  exami- 
nation, selection,  classification,  and  requisition  pro- 
cessing. MSS  also  develops  and  implements  com- 
petitive examinations,  maintains  position  classifica- 
tion plans  for  civil  service  and  exempt  classifications, 
and  prepares  the  Annual  Salary  Ordinance. 

Highlights  for  1999-2000 

• Designed  and  implemented  faster,  more  flexible 
testing  programs  to  address  departments'  hiring 


Compensation 

The  Compensation  Unit  supports  the  collective  bar- 
gaining efforts  of  the  Labor  Relations  Unit  through 
data  analysis  and  salary  survey  services.  Once  the 
labor  contracts  are  negotiated,  the  Compensation 
Unit  maintains  the  salary  schedules  utilized  for  all  City 
employees.  The  Unit  reviews  special  pay  premium 
requests  from  departments  to  ensure  that  they  are 
based  on  the  terms  of  labor  contracts,  and  imple- 
mented uniformly  and  consistently.  The 
Compensation  Unit  also  supports  the  City's  tuition 
reimbursement  programs  (established  by  labor  con- 
tracts). Finally,  the  Compensation  Unit  supports  the 
Municipal  Executive  Association's  Pay  for 
Performance  Program  (also  established  by  labor  con- 
tract). 

Highlights  for  1999-2000 

• Delivered  the  Compensation  Manual  on  time  for 
the  July  1,  1999,  implementation 

• Posted  the  City's  Compensation  Manual  on  the 
Internet  - to  date,  the  manual  is  receiving  over 
700  "hits"  each  month 

• Ensured  better  access  to  labor  contracts  by  mak- 
ing labor  contracts  available  "on-line"  to  City  agen- 
cies through  the  Intranet  in  Adobe  format. 
Seventy-five  percent  of  the  contracts  have  been 
formatted  into  HTML  for  future  uploading  on  to 
the  Internet 


needs  and  the  large  number  of  provisional  hires. 
During  FY  99-00,  through  MSS  exams,  the  num- 
ber of  provisional  hires  was  reduced  from  2, 187 
to  1,01 1,  a 53%  reduction 
Facilitated  new  testing  programs  for  over  700  per- 
manent civil  service  hires  in  all  clerical,  IS,  and 
administrative  analyst  job  codes 
Reduced  the  number  of  job  codes  by  61,  amend- 
ed 1 72  job  codes,  and  completed  a major  classifi- 
cation study  for  the  Assessor's  Office  and  the 
Board  of  Supervisors 


Employee  Relations  Division  staff 
Elizabeth  Bermudez  and  Lyn  Cipriano. 
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Equal  Employment  Opportunity  Unit  (EEO) 

EEO  provides  direct  services  and  consultation  to  all  City  departments  in  the  areas  of  discrimination  in  employment, 
harassment,  alternative  dispute  resolution,  and  Americans  with  Disabilities  Act  (ADA)  compliance.  EEO  serves  as 
the  investigating  authority  in  resolving  employee  complaints  of  discrimination  or  harassment. 

EEO  also  provides  technical  assistance  to  departments'  recruitment  strategies  to  ensure  both  a diverse  group  of 
applicants  for  provisional  and  permanent  civil  service  employment  and  conformity  with  Civil  Service  Rules.  Finally, 
EEO  offers  training  to  departments,  supervisors  and  employees  in  areas  including;  ADA,  sexual  harassment,  alter- 
native dispute  resolution,  and  communicating  in  a diverse  work  environment. 

EEO  provides  services  Citywide  through  its  three  functional  areas:  Investigations,  Training,  and  ADA  compliance. 


The  Equal  Employment  Opportunity  Unit  in  detail: 


Investigation 

Investigates  internal  discrimination  complaints  in 
order  to  make  factual  findings  in  reports  that  are  pro- 
vided to  the  Human  Resources  Director  for  appropri- 
ate resolution. 

Highlights  for  1999-2000 

• Confirmed  that  the  City  is  virtually  at  parity  for  all 
EEO  employment  categories,  with  two  excep- 
tions: women  and  Hispanics.  By  the  end  of  FY 
1999-00,  and  compared  to  relevant  job  market 
data,  women  were  underrepresented  in  the  work- 
force by  only  3%  and  Hispanics  were  underrepre- 
sented by  .15% 

• Resolved  59  complaints  of  discrimination 

Training 

Provides  Citywide  training  as  noted  above,  or  spe- 
cialized training  at  departmental  request. 

Highlights  for  1999-2000 

• Offered  over  25  workshops  on  diversity  and  pre- 
venting harassment,  and  offered  new  courses  on 
communicating  in  a diverse  work  environment 

• Piloted  a workshop  on  Alternative  Dispute 
Resolutions  (ADR)  to  provide  means  to  resolve 
disputes  before  they  turn  into  complaints 


ADA  Compliance 

Assists  departments  in  providing  reasonable  accom- 
modations to  employees  in  conformance  with  the 
ADA  within  the  employing  department,  or  facilitating 
an  accommodation  in  another  department. 

Highlights  for  1999-2000 

• Responded  to  139  requests  for  ADA  accommo- 
dations 

• Successfully  accommodated  ADA  requests  in 
almost  53%  of  the  qualified  cases 


Equal  Employment  Opportunity  Unit  staff 
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Health  Service  System  Division  (HSS) 

The  Health  Service  System  Division  is  responsible  for  employee  benefits.  HSS  supplies  these  benefits  not  only  to 
the  City  and  County  of  San  Francisco,  but  also  related  employers  such  as  the  San  Francisco  Unified  School  District, 
the  San  Francisco  Superior  Court  and  the  San  Francisco  Community  College  District.  Benefits  currently  provided 
by  HSS  include  medical  and  dental  coverage,  flexible  spending  accounts,  life  insurance  and  long-  and  short-term  dis- 
ability policies.  In  total,  the  Division  serves  over  100,000  active  employees,  retirees,  and  their  respective  depend- 
ents. 

All  of  the  medical  benefits  provided  by  this  Division,  including  chemical  dependency  and  vision  care  programs,  are 
offered  through  a unique  Charter-created  trust  fund,  which  is  administered  by  a seven-member  board  of  trustees, 
the  Health  Service  Board  (HSB).  The  HSB  is  made  up  of  three  elected  HSS  members,  two  mayoral  appointees,  a 
member  of  the  Board  of  Supervisors  and  the  City  Attorney's  designee.  The  current  HSB  members  are  listed  on 
page  2.  At  present,  the  medical  plans  include  three  HMOs  and  the  City  Health  Plan  (Plan  1),  a self-funded,  self- 
administered  PPO  indemnity  plan. 

Highlights  for  1999-2000 

• Opened  and  closed  the  Open  Enrollment  period  on  time,  for  the  first  time  in  1 7 years 

• Made  major  changes  to  the  plan  design  of  the  City  Health  Plan  (Plan  1) 

• Posted  Open  Enrollment  materials  on  DHR's  Internet  web  site 

• Instituted  a phone  monitoring  system  that  will  better  ensure  prompt,  accurate  customer  service 

• Instituted  a complaint  tracking  system 

• Established  a Customer  Service  Task  Force  (through  the  HSB)  to  provide  input  from  members,  vendors, 
employees,  and  other  participants 

• Increased  staffing  to  the  authorized  budget  level,  and  implemented  an  internal  employee  recognition  program  to 
acknowledge  outstanding  achievement 

• Eliminated  claims  backlog  and  processed  claims  faster  than  industry  standard 


The  Health  Service  System  Division  In  detail: 


Administration 

Offers  the  administrative  services  that  are  neces- 
sary to  support  the  other  units. 


Claims  Services 

Processes,  pays  and  otherwise  administers  the 
claims  under  the  City  Health  Plan.  This  unit  also 
coordinates  with  the  PPO  Network  and 
Pharmacy  Vendors  for  the  Plan. 


Fiscal  & Accounting  Services 

Handles  accounting,  financial  reporting  and  audit 
matters. 


Membership  Services 

Handles  eligibility  and  other  membership  issues 
relating  to  all  of  the  plans  offered  by  the  Division. 


Trellie  Deocampo,  Health  Service  System. 


9 9 9 - 2 0 0 0 


UAL 


E P O R T 


DEPARTMENT  OF  HUMAN  RESOURCES 


Workers'  Compensation  Division  (WCD) 

DHR's  Workers'  Compensation  Division,  which  is  scheduled  to  move  to  30  Van  Ness  in  early  August  2000,  is 
responsible  for  the  coordination  of  all  state,  local,  and  federal  health  and  safety  mandates,  programs  and  require- 
ments relating  to  employees.  WCD's  staff  directly  handles  approximately  50%  of  the  City's  workers'  compensation 
claims,  and  a contracted  Third  Party  Administrator  (TPA)  handles  the  remaining  50%,  with  staff  oversight. 


The  Workers'  Compensation  Division  in  detail: 

Safety  and  Prevention 

The  Safety  and  Prevention  Unit  is  responsible  for  the 
coordination  of  a Citywide  approach  to  injury  preven- 
tion. This  Unit  develops  broader  safety  conscious- 
ness and  training  programs  based  on  a vigorous 
review  of  analytical  data  as  well  as  new  and  pro- 
posed legislation.  The  Unit  recommends  measures 
that  will  enhance  the  City's  ability  to  maintain  a 
healthy  workforce  and  contain  costs. 

Highlights  for  1999-2000 

• Hired  a Safety  and  Prevention  Manager 

• In  conjunction  with  the  Department  of  Public 
Health,  the  unit  obtained  funding  to  provide  a 
blood-borne  pathogen  Hot  Line 

Claims  Adjusting 

The  Claims  Adjusting  Unit  performs  the  core  busi- 
ness of  the  WCD.  Staff  is  responsible  for  claims  han- 
dling as  specified  in  the  Labor  Code,  including  deter- 
mination of  compensability,  authorizing  treatment, 
ordering  investigations,  calculating  and  approving  a 
variety  of  payment  types,  coordinating  with  medical 
staff  and  different  service  providers,  settling  claims, 
providing  support  to  the  City  Attorney's  staff  on  liti- 
gated claims,  and  assisting  department  personnel  in 
return-to-work  efforts. 

Highlights  for  1999-2000 

• Preliminary  reports  indicate  that  costs  among  the 
top  12  workers'  compensation  user  departments 
were  reduced  by  close  to  $1  million  dollars  com- 
pared to  FY  1998-1999. 

• Documented  business  procedures  and  published 
an  Operations  Manual 

• Increased  efficiency  by  reorganizing  the  Claims 
Assistant  function  from  three  separate  units  to  a 
centralized  pool 

• Controlled  claims  growth  by  closing  open  claims 
at  a rate  higher  than  the  rate  of  incoming  new  and 
converted  claims 


Fiscal  & Accounting  Services 

The  Fiscal  and  Accounting  Services  Unit  is  responsi- 
ble for  processing  all  bills  for  medical  and  other  types 
of  treatment,  ensuring  claims  setup  and  timely 
indemnity  payments,  and  budget  preparation  and 
monitoring  for  both  the  Division's  operations  and  the 
City's  overall  workers'  compensation  indemnity 
costs,  in  conjunction  with  DHR's  Administrative 
Service's  Fiscal  Services  Unit. 

Highlight  for  1999-2000 

• Implemented  contract  with  new  bill-review  ven- 
dor and  achieved  a savings  of  approximately 
$375, 000,  for  the  first  nine  months  of  the  contract 

Administrative  Services 

The  Administrative  Services  Unit  is  primarily  respon- 
sible for  contract  administration,  management  report- 
ing, preparing  various  reports  required  by  the  State, 
data  analyses  and  responding  to  public  inquiries  unit. 
Also  included  are  mail  processing,  file  maintenance, 
reception,  and  a range  of  other  support  functions. 

Highlight  for  1999-2000 

• Issued  a Request  for  Proposal  for  third-party 
administration  and  claims  management  informa- 
tion system 


Susan  Blomberg  coordinating  Workers' 
Compensation  office  move. 
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Administrative  Services  Division 

The  staff  of  DHR's  Administrative  Services  Division  provides  direct  services  and  consultation  to  internal  customers; 
all  City  departments.  The  Administrative  Services  Division  is  comprised  of  five  service  units:  Fiscal  Services,  Internal 
Services,  Management  and  Employee  Development  (MED),  Referral  Services,  and  Support  Services. 


The  Administrative  Sen/ices  Division  units  in  detail; 


Fiscal  Services 

The  Fiscal  Services  Unit  prepares  the  budget  for  the 
department,  monitors  the  budget  during  the  fiscal 
year,  pays  invoices,  prepares  purchase  orders,  pre- 
pares departmental  financial  reports,  and  performs 
fiscal  analysis  on  various  departmental  and  Citywide 
issues. 

Highlight  for  1999-2000 

• Improved  communications  on  financial  matters 
within  the  department  in  order  to  enable  the 
Management  Team  to  use  budgeted  funds  to  the 
greatest  extent  possible 


Internal  Services 

The  Internal  Services  unit  provides  answers  to  any 
and  all  departmental  questions  regarding  City 
employment,  personnel/discipline  matters  or  Civil 
Service  Rule  application  or  implementation.  Internal 
Services  is  therefore  responsible  for  a variety  of 
areas  which  are  too  numerous  to  list,  but  which 
include  Family  Medical  Leave  Act  (FMLA), 
Department  of  Transportation  (DOT)  drug  testing 
monitoring,  coordination  of  layoffs/return-to-duty, 
future  employment  restrictions,  criminal  history 
background  check  of  all  new  employees,  and 
Personal  Service  Contracts. 

Highlights  for  1999-2000 

• Improved  communications  with  its  departmental 
clients,  reinstituting  monthly  meetings  with 
departmental  personnel  officers  and  publishing 
revised  portions  of  the  HRPPM  (Human 
Resources  Personnel  and  Policy  Manual) 

• Created  Informational  Bulletins  targeted  to 
Departmental  Personnel  Officers 


Management  and  Employee  Development 
(MED) 

MED  is  a resource  center  of  trainers  and  consultants 
who  provide  City  departments  with  expert  instruc- 
tion in  mastering  skills  that  enhance  productivity,  effi- 
ciency and  effectiveness.  MED's  areas  of  expertise 
include  staff  and  organizational  development  and 
management  training. 

Highlights  for  1999-2000 

• Trained  4,488  City  employees,  in  partnership  with 
departments  and  commissions  throughout  the 
City,  who  participated  in  198  catalog  training 
classes 

• Increased  City  employees'  training  participation 
rate  by  50%  over  FY  98-99 


Gilda  Cassanego  and  Erin  Finney,  Internal 
Services  staff  members 
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Referral  Unit 

The  Referral  Unit  is  specifically  responsible  for  gen- 
erating the  list  of  candidates  available  to  a depart- 
ment for  permanent  civil  service  selection,  when  a 
requisition  authorizing  a hire  is  approved.  The 
Referral  Unit  also  verifies  and  audits  the  selection 
and  appointment  process,  thereafter  entering  the 
appointment  (or  separation)  into  the  PeopleSoft 
HRMS  system.  Referral  Unit  staff  provides  all 
departments  with  information  or  guidance  on  any 
matter  directly  or  indirectly  related  to  the  recruitment 
and  selection  procedures  of  the  referral  process,  and 
the  appointment  and  separation  procedures  which 
affects  employees'  official  work  history  records. 

Highlights  for  1999-2000 

• Processed  over  12,500  transactions  to  assist  City 
departments  in  their  recruitment  and  selection 
processes 

• Issued  1,960  referrals  of  candidates  to  hiring 
departments 

• Processed  9,827  appointments,  reassignments 
and/or  separations 


Support  Services  Unit 

The  Support  Services  unit  has  three  primary  respon- 
sibilities: 1)  providing  employment  related  informa- 
tion to  citizens  and  City  employees  conducting  City 
employment  job  searches  at  44  Gough  Street;  2) 
monitoring  the  posting  and  review  of  exam  lists  and 
job  announcements;  and  3)  building  maintenance  for 
44  Gough  Street. 

Highlights  for  1999-2000 

• Conducted  two  customer  surveys,  indicating  that 
450  citizens/employees  visited  the  DHR  office  at 
44  Gough  Street  each  day,  with  330  of  those  indi- 
viduals stopping  at  the  front  counter  to  ask  for 
information 


Gretchen  Flores,  Support  Services,  processes 
a new  employee's  fingerprints  on 
LIVESCAN,  a direct  computer  link  with  the 
State  Department  of  Justice. 


Formed  a Customer  Service  Task  Force  to  identi- 
fy ways  to  better  serve  our  customers,  including 
developing  a customer  satisfaction  survey,  and 
redesigning  the  job  posting  area  to  provide  better, 
more  easily  accessible  employment  information 
Processed  more  than  3,500  employee  finger- 
prints to  confirm  employability  through  LIVES- 
CAN, a direct  computer  link  with  the  State 
Department  of  Justice. 


"Processed  more  than 

3,500  employee  fingerprints  to  confirm 

employability  through  LIVESCAN." 
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Information  Services  Division  - Significant  Accomplishments 


The  PeopleSoft  Project 

DHR  started  on  a path  to  create  a more  powerful  and  effective  Human  Resources  Management  System  (HRMS)  in 
July  1998,  when  it  entered  into  an  agreement  with  PeopleSoft  to  purchase  both  the  personnel  and  benefits  admin- 
istration modules.  Though  DHR  had  aggressive  goals  for  PeopleSoft's  initial  implementation,  the  project  has  exceed- 
ed expectations. 

DHR's  first  goal  was  to  create  an  HRMS  that  was  both  easily  accessible  to  departments  and  which  had  the  type  of 
personnel  information  that  departments  needed.  DHR  wanted  to  provide  an  HRMS  that  shared  all  types  of  impor- 
tant personnel  information  with  the  departments,  instantaneously. 

We  had  been  using  a Human  Resources  Information  Systems  (HRIS)  that  required  that  the  data  be  entered,  retained 
and  maintained  exclusively  by  DHR.  Departments  couldn't  even  see  this  appointment  information  on  a screen  out- 
side DHR,  let  alone  access  or  analyze  it.  Further,  HRIS  provided  no  other  kinds  of  information,  such  as  access  to  job 
code  specifications  or  union  information. 

DHR's  second  goal  was  for  PeopleSoft  to  provide  the  City  with  a Job  Requisition  Workflow  Application  that  would 
allow  the  departments  to  draft  and  submit  job  requisitions  electronically. 

This  was  a critical  goal  since,  prior  to  PeopleSoft,  job  requisitions  in  the  City  involved  paperwork  which  would  phys- 
ically travel  to  the  three  approving  entities:  the  Mayor,  the  Controller  and  DHR.  This  journey  took  from  six  to  eight 
weeks,  and  tracking  the  paperwork's  actual  location  at  any  given 
time  was  difficult,  if  not  impossible. 

In  addition  to  the  paperwork  logistics,  while  departments  would 
submit  requisitions  based  on  budget  information,  there  was 
absolutely  no  ability  to  create  a requisition  based  on  actual,  current 
financial  information. 

DHR's  goal  for  the  Job  Requisition  Workflow  Application  therefore 
had  three  objectives:  1 ) it  should  operate  faster;  2)  it  should  provide 
automatic  tracking;  and  3)  it  should  link  requisitions  to  current  finan- 
cial information. 

PeopleSoft  HRMS  went  "live"  on  July  12,  1999,  only  one  year  after 
DHR  established  its  goals  and  objectives.  DHR's  PeopleSoft  now 
has  365  users,  serving  all  of  the  major  departments.  In  fact,  only 
five  small  departments  are  not  currently  using  PeopleSoft  (Asian 
Art,  Human  Rights  Commission,  Law  Library,  Permit  Appeals  Board 
and  the  Academy  of  Sciences). 

DHR,  through  the  considerable  efforts  of  the  IS  Division,  has  deliv- 
ered an  integrated  HRMS  system  and  a Job  Requisition  Workflow 
Application  system.  The  City  and  County  of  San  Francisco  is  one  of 
the  few  entities  implementing  PeopleSoft,  and  is  the  only  public 
jurisdiction  that  has  implemented  an  automated  workflow  man- 

With  respect  to  DHR's  goal  to  provide  easy  access  to  important  personnel  information,  the  HRMS  system  is  now 
instantly  available  to  each  user  department.  With  the  click  of  a mouse,  departments  can  directly  access  a current 
employee's  Citywide  appointment  history  back  to  1982  (the  date  of  the  earliest  stored  employee  record).  Pay  his- 
tory is  available  as  well:  HRMS  has  each  employee's  payroll  history  downloaded  from  the  payroll  (PPSD)  database 
for  the  past  five  years. 


Though  DHR  had 
aggressive  goals  for 
PeopleSoft's  initial 
implementation, 
the  project  has 
exceeded  expectations. 

agement  system  as  part  of  an  initial  rollout. 
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The  HRMS  also  provides  departments  with  a powerful  researching  tool.  Using  one  of  the  two  hundred  "canned 
queries,"  departments  can  generate  reports  or  lists  on;  employee  seniority,  status,  and  requisitions  pending, 
approved  or  expired.  This  information  is  easily  converted  to  Excel  for  additional  analysis. 

With  respect  to  DHR's  goal  to  provide  the  City  with  a Job  Requisition  Workflow  Application,  the  IS  Division  did  an 
amazing  job  meeting  its  first  objective:  make  it  faster.  Submitting  a job  requisition  now  takes  departments  only  one 
to  three  minutes.  The  job  requisition  is  also  submitted  electronically  - no  more  fumbling  with  paper  and  carbon 
copies. 

The  system  also  operates  faster  once  the  requisi- 
tion is  in  the  approval  pipeline.  With  an  electronic 
submittal,  all  three  approving  entities:  Mayor, 

Controller  and  DHR,  receive  the  requisition  simul- 
taneously. The  paperwork  no  longer  has  to  physi- 
cally travel  from  place  to  place. 

The  second  objective  for  the  Job  Requisition 
Workflow  Application  was  a better  tracking  sys- 
tem. Again,  PeopleSoft  was  on  time  and  on  tar- 
get. 

Initially,  the  IS  Division  developed  short  cuts.  In 
certain  requisition  scenarios,  only  the  Controller 
needs  to  review  and  approve  a submission.  When 
this  happens,  the  workflow  application  sends  the 
job  requisition  only  to  the  Controller. 

Secondly,  an  approval  or  rejection  notification  is  automatically  generated  through  the  system  and  sent  out  via  e-mail 
as  soon  as  all  required  parties  submit  their  decisions. 

Finally,  and  perhaps  most  importantly,  when  an  approval  or  rejection  isn't  immediate,  the  new  tracking  system 
allows  a department  to  see  exactly  who  has  approved  the  requisition,  where  approval  is  still  pending,  and  why  a 
requisition  is  on  hold.  Now,  departments  can  make  the  right  contacts  immediately  to  answer  questions  which  could 
lead  to  approval. 

With  the  successful  completion  of  this  automatic  tracking  objective,  the  IS  Division  has  reduced  a six  to  eight  week 
process  to  hours  (under  the  best  circumstances).  This  time  reduction  is  not  inconsequential,  given  that  as  of  June 
30,  2000,  PeopleSoft  successfully  handled  8,570  job  requisitions. 

The  IS  Division  also  met  its  third  objective  for  the  Job  Requisition  Workflow  Application  process:  linkage  to  current 
financial  data.  PeopleSoft's  Job  Requisition  Workflow  Application  now  gives  departments  a heads  up  on  position 
count  and  salary  savings,  because  IS  simply  downloaded  budget  data  from  the  City's  finance  system  (FAMIS)  and 
incorporated  the  PPSD  data  on  a biweekly  basis. 

What  was  simple,  was  also  monumental:  for  the  first  time,  the  job  requisition  process  is  based  on  actual  expendi- 
tures at  the  time  the  job  requisition  is  submitted.  As  a job  requisition  is  drafted,  departments  can  now  see  the  num- 
ber of  positions  available  in  the  budget,  the  available  funds  for  those  positions,  and  the  maximum  expenditure  for 
that  position  from  the  anticipated  hire  date  through  the  fiscal  year.  PeopleSoft  also  allows  departments  the  ability 
to  use  a Notepad  feature  that  attaches  additional  information  that  stays  with  the  requisition  forever. 

DHR  has  provided  the  City  with  a State-of-the-art  HRMS  system.  DHR/IS  is  poised  to  meet  the  next  technological 
challenges.  As  reported  in  the  1999-2000,  State  of  California  audit  of  DHR:  "There  are  continuous  improvements 
being  made  to  procedures  and  systems.  The  new  PeopleSoft  system  should  greatly  enhance  service." 


"There  are  continuous 
improvements  being  made  to 
procedures  and  systems. 
The  new  PeopleSoft  system 
should  greatly  enhance  service. 
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Future  Goals 


Looking  forward  to  continuing  positive  working  relationships,  learning  from  set  backs,  and  expanding  upon  our 
growing  success,  DHR  has  established  the  following  goals  for  FY  2000-2001: 


Information  Services  Goals 


• Implement  HSS  Benefits  Administration  Module 
and  build  internal/external  financial  interfaces 

• Implement  automated  appointment  processing  data 
system 

- Eliminating  paper  processing 

- Streamlining  and  speeding  the  hiring  process 

• Implement  automated  employee  separation  data 
system 

- Eliminating  paper  processing 

- Effectuating  benefit  payment  cost  savings 
through  reducing  processing  time  lags  at  HSS  & 
PPSD 

• Reprogram  HR  IS  to  support  continuous  testing 

• Improve  professional  development,  and  raise  the 
level  of  staff  participation  in  professional 
organizations 


Donald  Yamamoto,  Erlinda  Santa  Maria, 
and  Gail  Clabby  from  the  Information 
Services  Division 


Employee  Relations  Goals 

• Establish  a new  management  compensation  plan 

• Align  labor  negotiating  strategies  with  City  goals  and 
objectives 

• Continuously  update  Internet  access  to  all 
compensation  data  and  labor  agreements 

• Expand  training  programs  for  managers  and  supervi- 
sors covering  the  terms  and  conditions  of  contracts 

• Improve  customer  service  and  problem  solving 
capabilities  within  the  Compensation  Unit 

• Initiate  an  Employee  Benefits  Committee  to  coordinate 
negotiated  benefits  proposals  and  implementation 

• Improve  professional  development,  and  raise  the  level 
of  staff  participation  in  professional  organizations 


Employee  Relations  Division  staff  Janet 
Bosnich,  Melissa  Tucker,  and  Maria  Monsor 
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Merit  System  Services  Goals 

• Establish  a separate  Deputy  Director  position 

• Maximize  the  use  of  express  classification 
procedure 

• Implement  a new  management  classification  plan 

• Develop  and  implement  customer  service  survey 
for  each  examination 

• Eliminate  reliance  on  provisional  employment  to  fill 
full-time  positions 

• Oversee  development  of  the  San  Francisco  Fire 
Department  staffing  plan 

• Implement  more  streamlined  examination 
procedures 

- Establishing  eligibility  limits  by  individual,  to 
support  continuous  testing  program 

- Creating  more  examinations  that  cover  multiple 
job  codes  during  a single  test  administration 

- Expanding  the  use  of  flexible  staffing  exams  to  accommodate  upgrades  based  upon  performance 

• Retool  content  (e.g.,  employee  benefits)  and  look  of  recruitment  flyers/announcements 

• Expand  Internet  presence,  i.e.,  assess  potential  for  receipt  of  on-line  applications 

• Develop  more  complete  partnerships  with  departments  to  achieve  departmental  goals  by  establishing 
strategic  staffing  plan(s) 

• Continue  to  develop  external  benchmarking  (i.e.,  other  public  agencies)  to  measure  our  performance 

• Improve  professional  development,  and  raise  the  level  of  staff  participation  in  professional  organizations 


Equal  Employment  Opportunity  Goals 

• Continue  specialized  recruitment  where  underutilization  exists 

• Update  discrimination  complaint  investigation  and  ADA  procedures 

• Retrain  EEO  Investigators 

• Implement  discrimination  and  harassment  prevention  training  for  top-level  City  management 

• Improve  professional  development,  and  raise  the  level  of  staff  participation  in  professional  organizations 
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Health  Service  System  Goals 

• Continue  to  improve  Customer  Service-Internal  and  External  Communications 

- Providing  written  responses  to  all  written  complaints 

- Offering  flexible  staffing  plan  to  respond  to  variables  in  customer  calls  and  visits 

- Increasing  use  of  the  Internet  and  other  information  technologies 

• Establish  staff  training  programs 

• Improve  ability  to  monitor  the  quality  of  outgoing  information 

• Maintain  contract  and  RFP  process  for  required  services 

• Complete  small  vendor  collection  of  overpayments 

• Prepare  for  internal  automation  and  interfacing  with  PERS  or  new  Claims  system 

• Document,  improve,  and  standardize  business  practices 

• Establish  and  implement  timely  "move"  plan  to  take  advantage  of  expanded  space  allocation 

• Implement  discontinuance  of  benefit  policy  for  ineligible  members 

• Establish  external  benchmarks  through  comparisons  with  appropriate  agencies 

• Standardize  procedure  for  vendor  payments  against  membership  eligibility  tapes 

• Improve  professional  development,  and  raise  the  level  of  staff  participation  in  professional  organizations 


2 0 


Workers'  Compensation  Goals 

• Implement  "best  practices"  recommendations  contained  in  the  Workers'  Compensation  Council  Report 

• Evaluate  and  select  a third  party  claims  administrator  with  the  capacity  to  improve  services 


Establish  and  oversee  a claims  prevention  program 

Implement  medical  treatment  pilot  project  at  SFGH  Occupational  Medicine  Division 


Conduct  a needs  analysis  for  a new  claims/risk 
management  information  system 

Improve  and  standardize  departmental  return-to- 
work  programs 

Implement  regular  training  programs  for  City 
managers  and  supervisors 

Continue  to  develop  external  benchmarking 

Improve  professional  development,  and  raise  the 
level  of  staff  participation  in  professional 
organizations 


Julia  Velson,  Workers' Compensation  Division 
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Administrative  Services  Goals 

• Create  a DHR  logo 

• Complete  strategic  plan  for  space  allocation  with 
goal  of  unification 

• Update  the  Human  Resources  Policies  and 
Procedures  Manual  (HRPPM) 

• Implement  WC/ADA/FMLA  Training  Program 

• Develop  and  implement  a strategic  plan  for 
Employee  Development  that  considers  succession 
planning  and  mentoring  based  upon  City 
demographics  (with  close  coordination  with 
MSS  staff) 

• Develop  and  coordinate  employee  retention  strate- 
gies (with  close  coordination  with  MSS  staff) 

• Develop  and  implement  a department  wide  budget  & financial  forecasting  and  reporting  system 

• Continue  to  expand  communication  through  regular  personnel  officer  meetings  and  informational 
bulletins 

• Assess  Violence  in  the  Workplace  procedures  and  program;  recommend  and  implement  adjustments 

• Expand  counseling  services  to  enable  departments  to  make  more  informed  decisions  designed  to 
prevent  employee  difficulties  in  a variety  of  personnel  areas,  i.e.,  referrals,  leaves  of  absence,  employee 
& organizational  development,  discipline.  Violence  in  the  Workplace,  etc. 

• Develop  external  benchmarking 

• Produce  Annual  Report  for  FY  2000-01  by  August  2001 

• Improve  professional  development,  and  raise  the  level  of  participation  in  professional  organizations 


Support  Services  staff  at  44  Gough  Street 
office. 
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With  the  publication  of  this  Annual  Report,  the  Department  of 
Human  resources  is  inaugurating  its  new  organizational  logo. 

The  design  provides  immediate  recognition.  It  is  centered  around 
a stylized  human  figure,  which  is  emblematic  of  the  support  we 
provide  to  all  employees  and  to  the  general  public. 
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Letter  of  Transmittal  to 
Mayor  Willie  L.  Brown,  Jr. 


The  Honorable 
Willie  L.  Brown,  Jr.,  Mayor 
City  and  County  of  San  Francisco 
San  Francisco,  CA  94102 

Dear  Mayor  Brown: 

I am  pleased  to  present  the  Fiscal  Year  2000-2001  Annual  Report  highlighting  the 
achievements  of  the  Department  of  Human  Resources.  We  remain  committed  to  the 
high  standards  set  forth  in  the  1 996  vision  statement  as  contained  in  this  Annual  Re- 
port. The  staff  demonstrated  their  commitment  through  the  hard  work  required  in 
continuously  improving  the  delivery  of  human  resource  services  to  employees  and  the 
public. 

Last  fiscal  year,  we  worked  with  the  Mayor’s  Workers’  Compensation  Council  to 
develop  a coordinated  citywide  plan  designed  to  prevent  claims,  improve  claims 
processing,  speedily  return  injured  employees  back  to  work,  and  control  costs.  That 
plan  continues  to  pay  off;  workers’  compensation  expenditures  have  been  within  bud- 
get allocations  for  the  last  two  years.  The  staff  completed  selection  and  transition  to 
a new  third  party  administrator  (TP  A)  with  responsibility  for  half  of  the  City’s  claims 
handling  and  a claims  management  information  system.  We  established  and  imple- 
mented “Best  Practices”  workers’  compensation  work  processes  and  performance 
expectations.  Open  claims  are  at  the  lowest  level  in  eight  years. 

We  continue  to  miprove  our  Human  Resources  Information  System  (HRIS),  PeopleSoft. 
We  upgraded  the  system  to  a new  version  and  analyzed  our  readiness  to  upgrade  to 
web  enabled  Version  8.  The  staff  rolled  out  Departmental  capability  to  maintain 
employee  personal  data  so  that  such  items  as  employee  addresses  are  as  current  as 
possible.  We  now  have  the  ability  to  update  the  Annual  Salary  Ordinance  (ASO)  in 
PeopleSoft.  The  staff  also  enhanced  HRIS  to  support  continuous  testing. 

All  City  departments,  the  Municipal  Transportation  Authority,  Trial  Courts,  Unified 
School  District  and  Community  College  District,  totaling  424  end  users  are  now  on- 
line to  HRIS. 

Even  with  9,000  changes,  the  health  plan  open  enrollment  process  was  again  on  sched- 
ule. Last  year,  we  noted  that  tliis  was  the  first  time  in  seventeen  year's  that  the  process 
was  not  extended  due  to  procedui-al  problems.  We  continue  to  process  City  Plan  1 
claims  well  below  the  industry  standard  of  thirty  days.  Ongoing  customer  service 
efforts  continue  to  show  mai'ked  improvements  in  our  customer  call  center.  The  aver- 
age wait  times  in  member  services,  over  a five-month  period,  revealed  a 44%  de- 
crease - from  107  seconds  to  60  seconds.  This  response  rate  is  far  below  that  expe- 
rienced in  comparable  jurisdictions. 
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DHR  expanded  the  information  on  our  web  site  to  include  all  employment  con- 
tracts, open  enrollment  materials,  and  links  to  health  plan  providers,  etc.  As  the 
first  step  to  improve  our  recruitment  efforts,  we  adopted  a department  logo. 

We  successfully  negotiated  37  collective  bargaining  agreements,  covering  approxi- 
mately 14,500  positions  that  were  ultimately  approved  by  the  Board  of  Supervi- 
sors. The  staff  continues  to  work  at  resolving  grievances  prior  to  arbitration. 
This  year,  there  was  resolution  without  arbitration  in  almost  30%  of  filed  griev- 
ances. 

For  almost  20  years,  the  City  has  attempted  to  create  broad  management  classifi- 
cations. We  have  completed  this  task  and  only  await  Union  and  City  approval  to 
implement  the  plan. 

To  speed  permanent  employment,  DHR  issued  almost  1,700  referrals  to  Depart- 
ments covering  almost  5,000  positions.  We  classified  1,078  positions  and  ex- 
panded continuous  recruitment  to  include  entry-level  engineers,  librarians,  and 
personnel  analysts. 

We  developed  a procedures  manual  for  Investigating  of  Employment  Discrimina- 
tion Complaints  designed  to  enhance  the  quality  and  consistency  of  investigations. 
DHR  resolved  113  complaints.  We  also  responded  to  139  requests  for  ADA 
accommodation  and  placed  44%  of  qualified  individuals. 

In  conjunction  with  the  City  Attorney’s  Office,  we  presented  a Harassment  Pre- 
vention training  program  for  over  400  employees,  including  department  heads  and 
senior  managers.  We  also  trained  over  669  employees  on  diversity  and  prevent- 
ing harassment  and  distributed  a prevention  manual  to  all  city  departments. 

All  of  these  activities  build  upon  each  other  and  proved  the  foundation  to  make  the 
1 996  vision  a reality.  This  would  not  be  possible  without  the  talented  staff  within 
DHR.  1 salute  all  of  these  employees.  By  demonstrating  good  teamwork,  they  are 
making  a difference.  Their  amazing  efforts  continue  to  be  appreciated. 

Finally,  1 would  like  to  acknowledge  the  policy  guidance  of  the  Civil  Service 
Commission  and  the  Health  Services  Board.  Their  effort  paves  the  way  for  many 
of  our  improvements.  I am  also  pleased  by  the  support  and  leadership  provided 
by  the  Mayor  and  Board  of  Supervisors. 

We,  again,  look  forward  to  continuing  positive  working  relationships,  learning 
from  experience,  and  expanding  upon  our  growing  success. 

r - ” ’ ’ 


Human  Resources  Director 
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Vision  - Department  of  Human  Resources 


We  set  the  standard.  Consistent  with  our  obligation  to  the  citizens  of  San  Fran- 
cisco, the  Department  of  Human  Resources  (DHR)  is  a role  model  for  other 
local  personnel  systems  in  the  state. 

DHR’s  systems  adhere  to  merit  system  principles,  while  allowing  maximum 
management  flexibility  to  meet  emerging  needs.  Qualified  employees  who  re- 
flect the  diversity  of  the  City’s  workforce  are  referred  to  departments  for  hiring 
as  the  need  arises. 

DHR  is  well  organized,  with  functions  and  responsibilities  understood  by  all. 
Employees  are  held  accountable  for  performing  their  job  duties. 

There  is  seamless  coordination  of  human  resom'ces  activities  between  DHR  and 
operating  department  staff,  and  we  jointly  strive  to  promote  and  maintain  a 
healthy  working  environment.  DHR  proactively  anticipates  and  responds  to 
departmental  issues  and  maintains  a state-of-the-art  HRIS  with  user  friendly 
reporting  standards. 

DHR  staff  members  keep  abreast  of  emerging  trends,  assess  their  impact,  and  in 
concert  with  stakeholders,  make  timely  adjustments  to  policies  and  procedm’es. 
Also,  these  staff  members  are  valued  for  their  expertise  and  comprise  an  inte- 
gral part  of  the  City’s  management  team  and  strategic  planning  process. 


Andrea  Gourdine  at  time  of 
appointment,  July  11,  1996 
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Civil  Service  Commission 


The  Civil  Sendee  Commission  adopts  rules,  policies,  and  procedures  that 
implement  the  Charter’s  civil  service  merit  system  provisions,  and  hears  ap- 
peals of  the  Human  Resources  Director’s  actions  in  accordance  with  civil  Ser- 
vice Commission  Rules.  The  Civil  Service  Commission  may  require  periodic 
reports  from  the  Human  Resources  Director  on  a wide  variety  of  personnel 
issues. 


Rosabella  Safont  President 
Donald  Casper,  Vice  President 
Morgan  Gorrono 
Adriene  Pon 

Linda  Richardson  (effective  June  2001) 
Johnnie  Carter  (resigned  April  2000) 
Karen  Clopton  (resigned  October  2000) 
Kate  Favetti,  Executive  Officer 


Health  Service  Board 


The  Health  Service  Board  sets  policy,  rules,  and  regulations  for  the  Health 
Service  System.  They  determine  the  design  of  and  award  contracts  for  health 
plans  and  related  benefits  for  employees  and  retirees.  The  Department  of  Hu- 
man Resources  is  responsible  for  the  administration  of  all  health-related  ben- 
efits established  by  the  Health  Service  Board  or  through  contract  negotiations. 


Scott  Heldfond,  President 
Claire  Zvanski,  Vice  President 
Karen  Breslin  (effective  June  2001) 
James  Deignan 
Hon.  MarkLeno 
Aleeta  V an  Runkle 
Melissa  Welch,  M.D. 
Harry  Paretchan  (retired  from  the  Board  May  2001) 
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DHR  MANAGEMENT  TEAM 


The  1 999-2000  State  of  California  audit  report  of  DHR  noted  that  “with  continued 
progressive  management  and  leadership  . . . the  City  and  County  of  San  Francisco 
will  be  one  of  the  leaders  in  the  field.”  The  DHR  Management  Team  consists  of: 

Andrea  R.  Gourdine,  Human  Resources  Director 

Ms.  Gourdine  began  her  career  with  the  City  and  County  of  San  Francisco  as  an 
Assistant  Personnel  Analyst  with  the  Civil  Service  Commission  in  1967.  She  has 
been  the  Human  Resources  director  since  July  1996.  Her  city  service  has  also  in- 
cluded Deputy  Director,  Administration,  San  Francisco  International  Airport;  Man- 
ager, Bureau  of  Personnel  and  Training  at  PUC;  and  Assistant  Division  manager, 
Persomiel,  Department  of  Public  Health.  Ms.  Gourdine  also  worked  for  two  years  as  the 
Human  Resoui'ces  Director  at  tlie  East  Bay  Municipal  Utility  District.  She  is  a Member  of 
the  Cooperative  Personnel  Services  Board  and  recently  received  Certified  Professional 
(CP)  status  by  die  Public  Human  Resource  Certification  Council  in  affiliation  with  the  Inter- 
national Personnel  Management  Association. 

Ray  Wong,  Deputy  Director,  Information  Services  Division 

Mr.  Wong  has  been  with  the  City  for  29  years,  starting  employment  with  the  City  as 
a School  Aide.  He  has  been  the  Deputy  Director  for  Information  Services  since  July 
1997.  Within  DHR,  he  has  also  been  employed  as  the  Deputy  Director,  Administra- 
tive Services,  Recruitment  and  Selection  Manager  (cuiTently  Merit  Systems  Services), 
and  EEO  Manager.  Before  DHR’s  creation  in  1994,  Mr.  Wong  worked  for  the  Civil 
Service  Commission.  He  also  served  as  the  Consent  Decree  Coordinator  for  the  San 
Francisco  Police  Department  and  was  the  Director  of  the  San  Francisco  Police  De- 
partment Recruitment  Unit. 

Geoff  Rothman,  Director,  Employee  Relations  Division 

Mr.  Rotliman  has  been  with  the  City  for  31  years,  and  has  seiwed  in  a variety  of 
human  resources  assignments,  starting  as  a Personnel  Analyst  at  the  Department  of 
Human  Services.  Mr.  Rotlmian  also  worked  as  the  Consent  Decree  Coordinator  for 
the  San  Francisco  Police  Department  and  as  the  Recruitment  and  Selection  Manager 
for  the  Civil  Service  Commission.  Before  DHR’s  creation  in  1994,  Mr.  Rotliman 
worked  for  the  Civil  Service  Commission.  Mr.  Rotliman  became  the  Deputy  Direc- 
tor, Employee  Relations  Division  in  1994. 

Dorothy  Yee,  Manager,  Equal  Employment  Opportunity  Unit 

Ms.  Yee  has  been  with  the  City  for  24  yeai's.  Ms.  Yee  began  her  career  as  a Public 
Service  Employee  with  the  Civil  Service  Commission,  in  the  EEO  Unit,  and  has 
remained  with  the  EEO  Unit  ever  since.  Over  her  24-year  career  in  EEO,  Ms.  Yee 
has  served  in  every  role  available  in  the  EEO  Unit  as  well  as  served  on  various  human 
resources  task  forces.  Ms.  Yee  became  the  EEO  Unit  Manager  in  September  1999. 
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Yvonne  Hudson,  Deputy  Director,  Health  Service  System  Division 

Ms.  Hudson  was  appointed  as  Deputy  Director  of  the  Health  Service  System  Divi- 
sion in  April  2001.  She  has  been  with  the  City  just  over  tliree  years,  previously 
working  as  the  Director  of  Human  Resources  for  the  Department  of  Human  Ser- 
vices. Prior  to  coming  to  the  Bay  area,  Ms.  Hudson  worked  for  the  County  of  Los 
Angeles  for  28  years,  including  over  20  years  in  Human  Resources. 

Minh  D.  Vu,  Deputy  Director,  Workers’  Compensation  Division 

Mr.  Vu  joined  the  City  and  County  of  San  Francisco  as  the  Deputy  Director,  Work- 
ers’ Compensation  in  August  2000.  Mr.  Vu  comes  to  DHR  with  over  19  years  of 
insurance  and  risk  management  consulting  experience  working  with  insurance  com- 
panies, corporations,  and  public  agencies.  Prior  to  joining  DHR,  he  worked  with  the 
consulting  firm  of  Tillinghast-Towers  Perrin  in  San  Francisco. 

Sandra  L.  Favale,  Chief  of  Staff 

Ms.  Favale  has  28  years  of  service  with  the  City,  starting  her  City  employment  as  a 
Clerk  Stenographer  in  the  Civil  Service  Commission’s  Classification  and  Pay  Divi- 
sion. For  the  last  26  years,  Ms.  Favale  has  worked  for  five  General  Managers, 
Personnel/Human  Resources  Directors.  DHR  Managers,  employees,  and  depart- 
mental personnel  representatives,  rely  upon  her  expertise  and  historical  knowledge 
of  the  Department’s  procedures  and  operations.  Ms.  Favale  was  appointed  the  De- 
partment of  Human  Resources’  Chief  of  Staff  in  1999. 

Michele  Modena,  Deputy  Director,  Administrative  Services 

Ms.  Modena  joined  DHR  as  the  Deputy  Director,  Administrative  Services  in  April 
1 999.  Prior  to  joining  DHR,  Ms.  Modena  worked  as  a Deputy  City  Attorney  in  the 
City  Attorney’s  Office  on  the  Labor  Team,  serving  as  counsel  to  DHR  and  other 
departments  on  labor  and  personnel  matters,  and  serving  as  a lead  attorney  on  griev- 
ances, labor  contract  negotiations  and  interest  arbitrations.  Ms.  Modena  previously 
worked  in  the  private  sector  as  a labor  and  employment  lawyer  with  Pillsbury,  Madi- 
son and  Sutro,  and  Heller,  Ehrman,  White  & McAuliffe. 

Emily  M.  Morrison,  Executive  Assistant 

Ms.  Morrison  joined  DHR  as  an  Executive  Assistant  to  the  Human  Resources  Direc- 
tor in  1999.  Her  career  with  the  City  and  County  of  San  Francisco  began  in  1998, 
with  an  assignment  in  the  Controller’s  Office  as  a Senior  Personnel  Analyst.  Prior  to 
City  employment,  Ms.  Morrison  served  as  a Personnel  Analyst  with  the  City  of  Menlo 
Park,  California.  Her  professional  experiences  also  include  employment  with  the 
Children’s  Council  of  San  Francisco  and  the  San  Francisco  Housing  Authority. 
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Administrative  Services  Division 


The  staff  of  DHR’s  Administrative  Services  Division  provides  direct  services  and 
consultation  to  om-  internal  customers:  all  City  departments.  The  Administrative  Ser- 
vices Division  is  comprised  of  six  service  units:  Fiscal  Services,  Internal  Services, 
Mail  and  Reproduction  Unit,  Personnel  and  Payroll  Unit,  Training  and  Organization 
Development  (TOD),  Referral  Services,  and  Support  Services. 

Fiscal  Services 


The  Fiscal  Services  Unit  prepares  the  budget  for  the  department,  monitors  expenditures 
during  the  fiscal  year,  processes  accounting  transactions,  prepares  departmental  finan- 
cial reports,  and  performs  fiscal  analysis  on  various  departmental  and  Citywide  issues. 

Highlights  for  2000-2001 

■ Preparation  and  submission  of  the  Fiscal  Y ear  200 1 -2002  budget,  which 
consists  of  $1 8 million  in  General  Fund  Support. 

■ Submission  of  initial  documentation  to  Department  of  Public  Works  con- 
cerning the  relocation  of  all  DHR  Divisions  to  a potentially  new  City 
Administrative  Office  Building  at  525  Golden  Gate  Avenue. 

Internal  Services 


The  Internal  Services  unit  responds  answers  to  any  and  all  departmental  questions 
regarding  City  employment,  personnel/discipline  matters  or  Civil  Service  Rule  appli- 
cation or  implementation.  Internal  Sei-vices  is  therefore  responsible  for  a variety  of 
areas,  such  as  Family  Medical  Leave  Act  (FMLA),  Department  of  Transportation  (DOT) 
dmg  testing  monitoring,  coordination  of  layoffs/retum-to-duty,  future  employment  re- 
strictions, fingerprinting  and  criminal  history  background  check  of  all  new  employees, 
and  Personal  Service  Contracts. 

Highlights  for  2000-2001 

B Continued  to  enhance  communications  with  departmental  clients  by  hold- 
ing monthly  meetings  with  departmental  personnel  officers  and  publish- 
ing additions  and  revisions  to  five  chapters  of  the  HRPPM  (Human  Re- 
soui'ces  Personnel  and  Policy  Manual). 

H Updated  and  reissued  DOT  Substance  Abuse  Policy  for  safety-sensitive 
employees  (drivers)  regarding  controlled  substances  and  alcohol  use. 

B Updated  and  reissued  DOT/FMCSA  Departmental  Testing  Procedui'es 
for  drug/alcohol  testing  of  safety-sensitive  employees  (drivers). 

Training  and  Organization  Development  Unit  (TOD) 

The  DHR  Training  and  Organization  Development  Unit  is  a team  of  trainers  and  con- 
sultants who  are  available  for  projects  city  wide.  The  staff  is  dedicated  to  providing  the 
highest  quality  of  service  tlirough  a philosophy  of  continuous  improvement. 
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TOD’s  mission  is  to  provide  managers,  supervisors,  staff,  and  organizations  with 
opportunities  to  develop  the  knowledge  and  skills  they  need  to  provide  the  highest 
quality  of  service  within  their  organizations  and  to  the  people  of  San  Francisco. 

Highlights  for  2000-2001 

■ Introduced  Situational  Leadership  and  Telephone  Customer  Service 
courses. 

■ Performed  8 1 workshops  from  a repertoire  of  24  different  programs 
for  a total  of  1,658  participants. 

■ Convened  the  Training  and  OD  Network  meeting  for  city/county 
trainers. 

Personnel  and  Payroll  Services 

The  Personnel  and  Payroll  Services  unit  administers  and  performs  all  internal  pay- 
roll, personnel,  and  employment  functions  affecting  staff  and  management  of  the  De- 
partment of  Human  Resources.  Among  the  services  performed  are  administering  re- 
cruitment and  selection  processes  to  fill  vacant  DHR  positions;  managing  the 
Department’s  position  control  system;  processing  all  employee  appointments,  separa- 
tions, and  pay  adjustments;  advising  employees  about  employee  benefits  and  benefit 
procedures;  and  advising  managers  and  supervisors  in  matters  involving  employee 
performance  and  behavior.  The  Payroll  and  Personnel  Services  unit  also  serves  as 
the  Department’s  internal  coordinator  with  regard  to  Personnel  Services  Contracts, 
Equal  Employment  Opportunity,  Workers’  Compensation,  and  Health  and  Safety. 

Highlights  for  2000-2001 

■ Maintained  the  payroll  for  an  approximate  average  of 250  employees. 

■ Coordinated  1 1 recruitment  and  selection  processes,  including  four 
Citywide  provisional  and  exempt  recruitment  processes,  and  one  na- 
tionwide exempt  recruitment  process. 

■ Coordinated  tlie  formation  of  the  DHR  Web  Development  Task  Force 
to  address  the  enhancement  of  the  DHR  web  site  and  the  information, 
processes  and  functions  available  via  the  Internet. 

■ Coordinated  the  development  of  a new  DHR  logo. 


Referral  Unit 

When  a requisition  authorizing  a hire  is  approved,  the  RefeiTal  Unit  is  responsible  for 
generating  the  list  of  candidates  available  to  a department  for  permanent  civil  service 
selection.  The  Referral  Unit  also  verifies  and  audits  the  selection  and  appointment 
process,  enters  the  appointment  (or  separation)  into  the  PeopleSoft  HRMS  system. 
Referral  Unit  provides  departments  with  information  or  guidance  on  any  matter  di- 
rectly or  indirectly  related  to  the  recruitment  and  selection  procedures  of  the  referral 
process  and  the  appointment  and  separation  procedures  wliich  affect  employees’  offi- 
cial work  history  records. 
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Highlights  for  2000-2001 

■ The  RefeiTal  Unit  issued  1 ,690  referrals/certifications  to  fill  4,999  req- 
uisitions. 

■ Conducted  a Seniority  Roster  Audit  of  employment  records  converted 
to  PeopleSoft  which  generated  17,485  data  modifications/corrections. 

■ Expanded  the  counseling  and  guidance  services  to  departmental  per- 
sonnel staff  by  conducting  two  training  series:  “How  to  Issue  a Person- 
nel Requisition”  (145  participants);  and  “Referral,  Recruitment  & Se- 
lection Procedures,  Appointment  Processing  of  an  Employee,  and  How 
to  Create  a Persomiel  File”  (130  participants). 

Support  Services  Unit 

The  Support  Seiwices  unit  has  four  primary  responsibilities:  providing  employment- 
related  information  to  citizens  and  City  employees  looking  for  job  opportunities  and 
posting  pemianent  employment  opportunities  on  the  WEB;  assisting  applicants  inspecting 
examination  results;  scheduling  and  conducting  fingerprinting  of  new  employees;  and 
coordinating  building  maintenance  activities  at  44  Gough  Street. 

Highlights  for  2000-2001 

■ Posted  and  distributed  approximately  400  permanent  examination  an- 
nouncements and  approximately  1,600  provisional  or  exempt  job  op- 
portunity announcements. 

■ Convened  a Lobby  Improvement  Committee  which  recommended 
changes  and  acquired  funding  to  make  improvements  in  the  44  Gough 
lobby. 

■ Negotiated  building  service  and  property  improvements  with  the  owner 
of  44  Gough  designed  to  make  the  space  cleaner,  safer  and  more  at- 
tractive. 

■ Processed  3 , 1 20  employee  fingerprints  to  confirm  employability  tlirough 
LIVESCAN,  a direct  computer  link  with  the  State  Department  of  Jus- 
tice. 

Mail  and  Reproduction  Services  Unit 

The  Mail  and  Reproduction  Services  Unit  is  an  in-house  printing  and  distribution 
center  for  the  Department  of  Human  Resources.  The  functions  of  this  unit  are  to  print 
Civil  Service  examinations,  forms,  reports,  training  materials  and  employment  infor- 
mation; to  disseminate  official  documents,  business  materials  and  employment  infor- 
mation; to  pickup,  sort  and  deliver  of  interdepartmental  business  materials  and  outgo- 
ing mail;  and  to  process  and  deliver  incoming  mail. 

Highlights  for  2000-2001 

■ Installed  new  high  speed,  high  volume,  programmable  photocopy  ma- 
chines to  increase  operational  efficiency. 

■ Set  a new  record  for  number  of  printing  impressions  of  2,963,278  for 
the  year. 

14  

CITY  AND  COUNTY  OF  SAN  FRANCISCO 


ANNUAL  REPORT 


DEPARTMENT  OF  HUMAN  RESOURCES 


Employee  Relations  Division  (ERD) 


The  Employee  Relations  Division  which  manages  and  administers  all  labor  relations 
matters  for  the  City  and  Cormty  is  composed  of  three  Units:  Labor  Relations,  Com- 
pensation, and  Merit  System  Services. 

Labor  Relations  Unit 

The  Labor  Relations  Unit  is  responsible  for  ensuring  the  negotiation  of  all  labor  con- 
tracts, advising  department  personnel  representatives  in  the  interpretation  of  contrac- 
tual provisions,  and  managing  and  reviewing  all  contractual  and  disciplinar>'  griev- 
ances. In  addition,  the  Labor  Relations  Unit  also  conducts  meet  and  confer  sessions 
with  employee  organizations  regarding  proposed  amendments  to  the  City  Charter, 
Administrative  Code,  and  major  City  pohcies. 

Highlights  for  2000-2001 

■ Negotiated  37  collective  bargaining  agreements  covering  over  14,500 
employees. 

■ Initiated  an  Employee  Benefits  Committee  to  coordinate  negotiated  ben- 
efits proposals  and  implementation. 

■ Met  and  conferred  with  employee  organizations  regarding  three  Char- 
ter amendments  and  two  Administrative  Code  amendments. 

■ Successfully  resolved  almost  60  of  the  157  third- step  grievances  filed, 
63  were  moved  to  arbitration  and  34  are  pending  further  action. 

■ .Advised  departments  in  drafting  settlement  agreements  to  several  de- 
partment-level grievances. 

■ Continued  to  counsel  departments  “preventatively”  to  avoid  grievances, 
and  encouraged  departments  and  union  representative  to  take  advan- 
tage of  the  expedited  arbitration  process  in  order  to  bring  swdfter  clo- 
sure for  all  parties. 

Compensation  Unit 

The  Compensation  Unit  supports  the  collective  bargaining  efforts  of  the  Labor  Rela- 
tions Unit  through  data  analysis,  costing  and  comparability  analysis  and  salary  survey 
services.  Once  labor  contracts  are  negotiated,  the  Compensation  Unit  calculates  gen- 
eral cost  of  living  adjustments,  and  any  and  all  internal  and  market  adjustments  to 
approximately  1300  citywide  classifications,  and  manages  and  maintains  the  compen- 
sation plan  covering  all  City  employees.  The  unit  reviews  special  pay  premium  re- 
quests fi-om  departments  to  ensure  that  the  requests  are  in  conformance  with  the  terms 
of  the  collective  bargaining  agreements  and  are  implemented  in  a uniform  and  consis- 
tent manner. 
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The  Compensation  Unit  also  supports  the  City’s  tuition  reimbursement  programs  (estab- 
lished by  labor  contracts),  and  continues  to  rhanage  and  administer  the  Municipal  Ex- 
ecutive Association’s  Pay  for  Perfoimance  Program  (also  established  by  labor  con- 
tract). 

Highlights  for  2000-2001 

■ Delivered  the  Compensation  Manual  on  time  for  the  July  1 , 2000,  imple- 
mentation following  bargaining  with  35  employee  organizations. 

Posted  the  City’s  Compensation  Manual  on  the  Internet  — For  Fiscal 

■ Year  2000-01,  the  Compensation  Manual  received  1 98,487  hits  over  the 
internet. 

■ Expanded  the  web  site  to  include  all  current  collective  bargaining  agree- 
ments. 

■ Provided  costing  analysis  and  salary  survey  support  to  negotiation  teams. 


Merit  System  Services  Unit  (MSS) 


The  Merit  System  Services  unit  develops  and  implements  valid  and  innovative  classifi- 
cation and  testing  processes  that  result  in  the  recruitment  and  selection  of  a diverse  and 
highly  qualified  City  and  County  workforce.  Specific  responsibilities  include  develop- 
ment and  maintenance  of  the  citywide  classification  program;  development  and  imple- 
mentation of  city  wide  recruitment  and  selection  programs  in  compliance  with  merit  sys- 
tem principles,  professional  standards,  and  relevant  legislation;  and  approving  employ- 
ment requisitions. 


Highlights  for  2000-2001 

■ Classified  1 078  positions,  amended  1 4 1 job  codes  to  reflect  current  lev- 
els and  scopes  of  responsibilities,  abolished  and/or  consolidated  46  job 
codes,  and  completed  organizational/classification  studies  in  the  Depart- 
ments of  Animal  Care  and  Control  and  the  Art  Commission. 

H Designed  and  implemented  faster,  more  flexible  testing  programs  to  ad- 
dress departments’  liiring  needs,  particulai'ly  among  classes  with  recruit- 
ment difficulties.  New  strategies  include  an  on-site  testing  model  which 
was  piloted  for  clerk  and  gardener  classes  and  significantly  shortened 
exam  timelines  and  reduced  resource  needs,  as  well  as  a cluster  testing 
model,  in  which  a single  test  component  was  used  for  multiple  levels 
within  a job  code  series. 

■ Expanded  continuous  recruitment  and  testing  programs  to  include  entry- 
level  engineers,  librarians,  and  personnel  analysts  to  strengthen  recruit- 
ment efforts  within  highly  competitive  fields.  Facilitated  the  permanent 
hiring  of  over  550  candidates  in  clerical,  IT,  Persomiel  Analyst  and  Ad- 
ministrative Analyst  series  through  on-going  selection  programs. 
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Equal  Employment  Opportunity  (EEO)  Unit 


EEO  provides  direct  services  and  consultation  to  all  City  departments  in  the  areas  of 
employment  discrimination,  harassment,  alternative  dispute  resolution,  and  Americans 
with  Disabilities  Act  (ADA)  compliance.  EEO  provides  services  Citjwvide  through  its 
three  functional  areas;  Investigations,  Training,  and  ADA  compliance. 

EEO  also  provides  technical  assistance  to  departments’  recruitment  strategies  to  en- 
sure both  a diverse  group  of  applicants  for  provisional  and  permanent  civil  service 
employment  and  conformity  with  Civil  Service  Rules. 

Investigations 

EEO  serves  as  the  investigating  authority  in  resolving  employee  complaints  of  dis- 
crimination or  harassment.  Internal  discrimination  complaints  are  investigated  in  order 
to  make  factual  findings  in  reports  that  are  provided  to  the  Human  Resources  Director 
for  appropriate  resolution. 

Highlights  for  2000-2001 

■ Prepared  a Procedures  Manual  for  Investigation  of  Employment  Dis- 
crimination Complaints,  including  updated  forms  and  templates. 

■ Conducted  a multi-session  training  program  for  DHR  and  departmental 
EEO  investigators  on  theories  of  discrimination  and  conducting  an  in- 
vestigation. 

■ Resolved  1 1 3 complaints  of  discrimination. 

Training 

EEO  offers  training  to  departments,  supervisors  and  employees  in  areas  including: 
ADA,  sexual  harassment,  alternative  dispute  resolution,  and  communicating  in  a di- 
verse work  environment. 

Highlights  for  2000-2001 

■ In  conjunction  with  the  City  Attorney’s  Office,  presented  a Harassment 
Prevention  Program  to  400  City  department  heads,  senior  managers  and 
human  resources  managers. 

■ Prepared  and  distributed  a Harassment  Prevention  Manual  to  all  City 
departments. 

■ Trained  over  669  employees  on  diversity  and  preventing  harassment, 
and  provided  courses  on  communicating  in  a diverse  work  environ- 
ment. 


17 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 


ANNUAL  REPORT 


DEPARTMENT  OF  HUMAN  RESOURCES 


ADA  Compliance 

EEO  assists  departments  in  providing  reasonable  accommodations  to  employees  in 
conformance  with  the  ADA  within  the  employing  department,  or  facilitating  an  ac- 
commodation in  another  department. 

Highlights  for  2000-2001 

■ Responded  to  139  requests  for  ADA  accommodations. 

■ Successfully  accommodated  ADA  requests  in  44%  of  the  qualified 
cases. 

■ Conducted  3 workshops  for  departmental  personnel  officers  on  em- 
ployment of  persons  with  disabilities. 
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Health  Service  System  Division  (HSS) 


The  Health  Service  System  Division  is  responsible  for  managing  employee  ben- 
efits. HSS  administers  benefits  to  activ^e  and  retired  employees  of  the  City  and 
County  of  San  Francisco,  and  also  to  related  employers  such  as  the  San  Francisco 
Unified  School  District  the  Trial  Courts  and  the  San  Francisco  Community  Col- 
lege District.  Benefits  currently  provided  by  HSS  include  medical  and  dental 
coverage,  flexible  spending  accounts,  life  insurance  and  long-  and  short-term  dis- 
ability policies.  In  total,  the  Division  serv^es  over  100,000  active  employees, 
retirees,  and  their  respective  dependents. 

At  present  the  medical  plans  include  three  HMDs  and  the  City  Health  Plan  (Plan 
1),  a self-funded,  self-administered  PPO  indemnity  plan. 

The  Health  Service  System  Division  is  comprised  of  three  functional  areas: 
Administration,  Claims  Services,  and  Fiscal  and  Accounting  Services. 

Administration 


Offers  the  administrative  services  that  are  necessarv-  to  support  the  other  units. 

Claims  Services 


Process,  pays  and  otherwise  administers  the  claims  under  the  City  Health  Plan  1. 

This  unit  also  coordinates  with  the  PPO  Netw'ork  and  Pharmacv^  V endors  for  the 

Plan. 

Fiscal  and  Accounting  Services 

Handles  accounting,  financial  report  and  audit  matters. 

Highlights  for  2000-2001 

■ Opened  and  closed  the  Open  Enrollment  period  on  time,  process- 
ing over  9,300  enrollment  applications. 

■ Made  major  changes  to  the  plan  design  of  the  City  Health  Plan 
(Plan  1)  and  the  HMOs,  including  elimination  of  the  S50  annual 
pharmac}^  deductible  for  Plan  1 and  agreement  to  offer  transgender 
benefits. 

■ Realized  continued  improvement  in  customer  service  by  reducing 
call  wait  time  by  44%. 

Q Continued  to  process  City-  Health  Plan  claims  faster  than  the  indus- 
tiy^  standard. 
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HSS  Highlights  for  2000-2001  (cont.) 

■ Established  Trust  Fund  reserves  at  an  appropriate  level  so  that  by  the 
end  of 2001-2002  plan  year,  the  flmd  should  continue  to  be  sufficient 
to  handle  adverse  claim  experience. 

■ Expanded  web  site  to  include  a Mission  Statement,  more  comprehen- 
sive information  on  Health  Service  Board  and  committee  activities, 
open  enrollment  information,  and  contact  information,  including  di- 
rect links  to  the  health  plans. 
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Information  Services  Division  (IS) 


The  Information  Services  Division  provides  information  systems  support  and  tech- 
nical assistance  to  DHR,  the  Civil  Service  Commission,  decentralized  persormel 
units  and  other  CCSF  departments  who  are  users  of  the  PeopleSoft  Human  Re- 
sources Management  System  (HRMS)  and  other  DHR  applications.  Primar}'  infor- 
mation applications  and  services  include: 

• PeopleSoft  HRMS  implementation,  training,  and  support  for  local  and  remote 
users.  All  City  departments,  the  Municipal  Transportation  Authority,  Trial 
Courts,  Unified  School  District  and  Community  College  District  use  HRMS  for 
maintenance  of  HR  information,  automated  job  requisition  processing,  running 
queries,  and  producing  reports. 

• SIGMA  (Applicant  Tracking  and  Test  Management  System)  implementation 
and  support  for  local  and  remote  users  in  the  decentralized  HR  departments 
engaged  in  the  recruitment  and  selection  of  applicants  for  City  employment. 

• HRIS  (Human  Resources  Information  Systems)  Referral  System  maintenance 
and  support  for  the  system  used  to  administer  the  certification/selection  process 
and  appointments  to  City  employment. 

• Data  center  operations  administration  at  four  physical  sites,  including  systems 
support  for  the  administration  of  the  Workers’  Compensation  program,  the  Health 
Service  System,  and  the  Civil  Service  Commission. 

• Network  systems  and  office  productivity  applications  support  (word  process- 
ing, spreadsheets,  database,  etc.)  for  DHR  employees. 

• A technical  service  telephone  Hotline. 

The  Information  Services  Division  consists  of  four  units: 

PeopleSoft  Project  Technical  Unit 

The  PeopleSoft  Project  Technical  Unit  is  responsible  for  the  technical  implementa- 
tion of  the  PeopleSoft  HRMS  and  Benefits  Administration  modules.  This  includes 
developing  and  implementing  programming  modifications  and  systems  maintenance 
and  upgrades. 

PeopleSoft  Functional  Team 

The  PeopleSoft  Functional  Team  is  responsible  for  developing  functional  require- 
ments documenting  the  HR  and  benefits  administration  business  needs  of  DHR,  the 
design  of  business  process  workflow  and  designing  and  administering  end-user  train- 
ing. 
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Applications  Development  Team 

The  Applications  Development  Team  is  responsible  for  the  implementation  and 
maintenance  of  all  other  non-PeopleSoft  DHR  applications. 

Highlights  for  2000-2001 

■ All  City  departments  are  now  on-line  to  PeopleSoft  HRMS,  includ- 
ing the  Municipal  Transportation  Authority  (MTA),  Trial  Courts,  Uni- 
fied School  District  (SFUSD)  and  Community  College  District 
(SFCCD),  424  end  users,  are  on-line  to  PeopleSoft  HRMS. 

■ Established  Trial  Courts  and  MTA  as  new  “business  units”  to  handle 
their  status  of  being  separate  from  CCSF  and  to  allow  for  deploy- 
ment of  different  contracts,  benefits,  etc. 

■ Rolled  out  to  departments  the  capability  to  maintain  Employee  Per- 
sonal Data,  as  end  users  completed  trauiing  classes. 

■ Completed  business  requirements  analysis  for  employee  separation 
processing  using  automated  workflow  management. 

■ Completed  testing  the  on-line  and  transaction  processing  of  the 
PeopleSoft  Benefits  Administration  functionality. 

■ Completed  a major  upgrade  of  the  PeopleSoft  application  from  Ver- 
sion 7.50  to  7.51  and  PeopleTools  (application  tools)  from  Version 
7.54  sequentially  up  to  Version  7.58. 

■ Completed  technology  infrastructure  readiness  assessment  for  upgrad- 
ing to  PeopleSoft  Version  8,  a fully  web-enabled  application. 

■ Doubled  capacity  of  production  server  by  adding  1.5  gigabyte  of 
memory  and  288  gigabytes  of  disk  storage  and  installed  an  additional 
72  gigabytes  of  disk  storage  on  the  development  server. 

® Provided  training  in  View/Query,  requisition  processing  and  personal 
data  maintenance  to  331  participants/end  users. 

B Developed  the  capacity  to  create  and  update  and  the  Annual  Salary 
Ordinance  (ASO)  in  HRMS  using  the  Controller’s  Budget  File  and 
maintain  ASO  amendments  throughout  the  year. 

B Enhanced  the  HRIS  application  to  allow  for  the  implementation  of 
continuous  testing. 
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Systems  & Operations  Team 

The  Systems  & Operations  Team  is  responsible  for  the  implementation  and  mainte- 
nance of  the  DHR  information  systems  technical  infrastructure,  including  all  net- 
work and  local  hardware,  operating  systems,  and  communications  applications  for 
all  four  data  centers.  The  team  is  also  responsible  for  the  telecommunications 
infrastructure. 


Highlights  for  2000-2001 

■ Coordinated  and  executed  data  and  telecommunications  require- 
ments for  the  Workers’  Compensation  relocation  to  30  Van  Ness  and 
the  subsequent  expansion  of  Health  Service  System  at  1 145  Market 
Street. 

■ Upgraded  Novell  WAN  including  implementation  of  Zenworks  to 
facilitate  network  and  workstation  management. 

■ Upgraded  servers  and  back-up  capacity  at  both  Workers’  Compen- 
sation and  Health  Service  System. 
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Workers’  Compensation  Division  (WCD) 


The  Workers’  Compensation  Division  is  responsible  for  the  coordination  of  all  state, 
local,  and  federal  healtli  and  safety  mandates,  programs  and  requirements  relating  to 
employees.  WCD’s  staff  directly  administers  approximately  50%  of  the  City’s  work- 
ers’ compensation  claims,  and  the  contracted  Third  Party  Administrator  (TP A)  ad- 
ministers the  remaining  50%,  with  WCD  staff  oversight. 

The  Division  is  comprised  of  four  functional  areas:  Claims  Administration,  Support 
Services,  Finance,  and  Safety  and  Prevention. 

Claims  Administration 


The  Claims  Unit  performs  the  core  business  of  the  Division.  Staff  is  responsible  for 
claims  handling  as  specified  by  the  California  Labor  Code,  including  determining 
compensability,  authorizing  medical  treatment,  ordering  investigations,  calculating 
and  approving  a variety  of  benefit  payments,  coordinating  with  medical  and  service 
providers,  settling  claims,  and  providing  support  to  the  City  Attorney’s  staff  on  liti- 
gated claims. 

Support  Services 

The  Support  Services  functions  include  contract  administration,  management  report- 
ing, systems  support,  and  claims  processing  support  activities  such  as  mail  process- 
ing, claims  intake,  and  file  maintenance. 

Finance 


The  Finance  function  is  responsible  for  the  accounting  of  payments  including  fund- 
ing, auditing  and  bank  reconciliation.  Finance  staff  is  involved  with  the  forecasting 
and  monitoring  of  the  entire  City’s  workers’  compensation  claims  costs.  Addition- 
ally, Finance  staff  prepai'es  the  WCD  administration  budget,  in  conjunction  with  DHR’s 
Administrative  Services’  Fiscal  Services  Unit. 

Safety  and  Prevention 

The  Safety  and  Prevention  Unit  coordinates  City  wide  work  injury  prevention  efforts, 
develops  broad  safety  consciousness,  analyzes  claims  data  and  legislation  to  identify 
safety  issues,  and  implements  corrective  actions  and  training  programs. 
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Highlights  for  2000-2001 

■ Completed  the  selection  and  implementation  of  a new  service  contract 
with  a Third  Party  Administrator  (TP A)  for  claims  handling  and  claims 
management  information  system  (CMIS)  - Cambridge  Integrated  Ser- 
vices. 

■ Established  and  implemented  “Best  Practices”  work  processes  and  per- 
formance expectations  for  the  Division. 

■ Reduced  the  pending  indemnity  claims  level  to  under  4,000  claims  - 
the  lowest  level  since  the  bifurcation  of  the  Workers’  Compensation 
program  in  1993. 

■ Maintained  claims  costs  at  budgeted  level. 

■ Successfully  recruited  and  filled  long-vacant  key  positions:  Claims  Man- 
ager, Claims  Supervisor,  Claims  Adjusters,  Claim  Assistants,  and  Se- 
nior Industrial  Hygienist. 

■ Issued  Requests  for  Proposals  for  a variety  of  workers’  compensation 
services  including  the  purchase  of  a Risk  Management  Information  Sys- 
tems (RMIS)  Needs  Assessment. 

■ Expanded  Preferred  Provider  Organization  (PPO)  networks  for  treat- 
ment and  prescriptions  to  achieve  greater  cost  reduction. 

■ Developed  and  implemented  the  first  phase  of  a formal  staff  develop- 
ment training  program,  including  arranging  for  delivery  of  several  on- 
site training  courses. 
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Highlighted  Accomplishment: 
Workers’  Compensation  Division 


The  good  news  from  the  Workers’  Compensation  Division  (WCD)  is  that,  for  Fis- 
cal Year  2000-200 1 , claims  payments  of  $37,257, 1 05  were  only  2%  higher  than  last 
year.  This  continues  the  trend  of  a reduction  in  the  rate  of  cost  increases,  starting  in 
fiscal  year- 1999-2000  which  saw  a 5%  increase  after  several  years  of  double-digit 
growth.  Further,  as  a result  of  eloser  monitoring,  the  Division  was  able  to  reduce 
the  in-house  pending  indemnity  claims  inventory  to  3,979  claims  by  June  2001 , the 
lowest  level  in  eight  years.  Staff  believes  further  inventory  reduction  is  possible. 
It  is  also  noteworthy  that  with  the  encouragement  of  management,  the  accomplish- 
ments were  made  possible  by  the  full  participation  of  all  staff,  old  and  new.  Much 
work  remains  to  be  done,  but  Fiscal  Year  2000-2001  was  a very  good  year. 

How  did  we  do  it? 

The  “Best  Practices”  Project 

WCD  took  several  major  steps  forward  as  part  of  an  ambitious  improvement  pro- 
gram, the  “Best  Practices”  project,  in  fiscal  year  2000-2001.  Under  new  manage- 
ment, the  Division  selected  a new  third  party  administrator  (TP A)  for  claims  han- 
dling, converted  to  a new  claims  management  information  system  (CMIS),  filled 
long- vacant  key  positions,  significantly  modified  work  processes,  established  clear 
performance  expectations  for  Division  staff,  all  while  maintaining  control  of  claims 
costs  and  reducing  the  pending  claims  inventory  to  the  lowest  level  in  years.  The 
Division  also  initiated  a number  of  long-term  projects,  including  purchasing  a risk 
management  information  system  (RMIS)  and  medical  provider  network  analysis. 
No  small  feat  for  a Division  that  for  years  had  been  viewed  as  inactive. 

The  fluny  of  activities  in  Fiscal  Year  2000-2001  followed  years  of  workers’  com- 
pensation cost  increases  and  perceived  service  problems.  The  City  and  County  of 
San  Francisco,  which  has  maintained  a self-insured  workers’  compensation  pro- 
gram since  the  1930s,  had  been  administering  all  elaims  in  house.  Several  audits 
over  time  had  raised  issues  with  staffing  and  services.  In  1993,  beeause  of  exces- 
sive workload,  a Third  Party  Administrator  (TP  A)  was  contracted  to  assume  half  of 
the  pending  claims.  The  aiTangement  to  have  a TP  A administer  one  half  of  the 
program  continues  to  the  present  time. 

Workers’  compensation  costs  escalated  dramatically  in  the  late  1990s.  Annual  claims 
payments  increased  from  $24  million  in  fiscal  yeai’  1995-1996  to  almost  $35  mil- 
lion by  the  end  of  1 998-1999  (these  figures  do  not  include  the  MTA  costs  (foiTnerly 
MUNI)  which  were  also  increasing  at  a similar  rate).  To  addi'ess  the  skyrocketing 
costs  of  the  program.  Mayor  Willie  L.  Brown,  Jr.,  appointed  a Workers’  Compensa- 
tion Council  to  conduct  a review. 
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The  Council  - comprised  of  the  Human  Resources  Director,  Controller,  Mayor’s  Of- 
fice representative.  City  Administrator,  Executive  Director  of  the  Retirement  System, 
and  Deputy  City  Attorney  for  workers’  compensation  - issued  a report  in  April  2000 
making  several  recommendations  for  containing  the  growth  in  workers’  compensa- 
tion costs.  The  recommendations  focused  on  the  development  and  implementation  of 
a “best  practices”  management  approach  at  the  Workers’  Compensation  Division  - 
thus  the  beginning  of  the  “Best  Practices”  Project. 

The  “Best  Practices”  Project  is  a multi-year  project  that  calls  for  actions  in  various 
facets  of  the  workers’  compensation  program: 

Organizational  and  Employee  Development 

Create  a limited-term  proj  ect  manager  position  to  implement  the  Council 
recommendations. 

Improve  training  and  professional  development  opportunities. 

Third  Party  Administrator  (TPA)  and  Claims  Management  Information 
System  (CMIS) 

Select  a TPA  and  CMIS  that  advocate  a “best  practices”  approach. 

Workers’  Compensation  Work  Standards 

Establish  best  practice  claim  management  policies  and  procedures  for 
Division  and  TPA  staff. 

Cost  Containment  Programs 

- Review  provider  networks  for  additional  savmg  opportunities. 

Citywide  Safety  Coordination 

Appoint  safety  staff  and  implement  city  wide  safety  coordination. 

Development  of  Improved  Client  Department  Performance  Reporting 
Tools 


- Develop  system  specifications  and  a request  for  proposal  (RFP)  for  a 
new  RMIS. 
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Major  accomplisliments  were  made  in  each  of  these  areas  in  Fiscal  Year  2000- 
2001: 

Organizational  and  Employee  Development 

The  Workers’  Compensation  Division’s  organizational  staffing  plan  was  achieved 
in  Fiscal  Year  2000-200 1 . In  August  2000,  the  Human  Resources  director  appointed 
a new  management  team  - a Deputy  Director  and  Assistant  Deputy  Director  who 
was  to  serve  as  the  “Best  Practices”  Project  Manager.  The  new  management  team 
established  open  communication  with  staff  and  sought  staff  input  in  planning  for 
improvements.  Serious  recruiting  efforts  were  then  initiated  to  fill  other  long-va- 
cant  key  positions  of  Claims  Manager,  Claims  Supervisor,  and  Senior  Industrial 
Hygienist.  Additionally,  two  claims  adjusting  positions  were  filled  by  internal  pro- 
motions, and  other  outstanding  staffing  issues  were  resolved. 

The  new  management  team  launched  a fonnal  employee  development  program.  The 
Learning  Program,  to  provide  professional  growth  and  job  enrichment  to  Division 
staff.  Staff  provided  input  to  the  initial  curriculum  development.  Arrangements 
were  made  with  professional  educational  organizations  - the  Insurance  Education 
Association  and  the  Industrial  Claims  Association,  as  well  as  the  DHR’s  Training 
and  Organizational  Development  Unit  - to  provide  courses  on  site.  Course  topics 
ranged  from  basic  workers’  compensation  and  general  customer  service  skills  for 
everyone  to  higlily  technical  permanent  disability  rating  for  adjusters.  As  of  fiscal 
year  end  four  such  courses  have  been  held;  attendance  was  high  with  positive 
feedback  from  staff. 


Third  Party  Administrator  (TPA)  and 
Claims  Management  Information  System  (CMIS) 

The  TPA  and  CMIS  are  an  integral  part  of  the  workers’  compensation  program.  It  is 
critical  to  form  a partnership  with  a TPA  that  advocates  a “best  practices”  approach 
to  claims  handling. 

A Request  for  Proposal  (RFP)  for  a new  TPA  and  CMIS  was  in  progress  at  the 
beginning  of  Fiscal  Year  2000-2001 . Following  a vigorous  evaluation  process  that 
included  multiple  interviews  and  a TPA  site  visit  by  a team  of  evaluators  from 
several  departments,  the  Division  selected  Cambridge  Integrated  Seiwices  as  the 
City’s  new  workers’  compensation  TPA  in  December  2000. 

The  implementation  plan  was  established  with  a cut  over  date  to  the  new  TPA  and 
CMIS  of  April  30, 2000.  Tliis  allowed  only  four  months  of  tennination  notice  to  tlie 
existing  TPA  as  required  by  contract.  It  also  meant  that  the  Division  had  foui'  months 
to  complete  all  the  planning  work  to  transfer  almost  four  thousand  open  claims  files 
to  a new  TPA,  convert  all  data  to  a new  system,  and  implement  work  process  changes 
for  the  Division.  With  hard  work  and  long  hours,  the  transition  was  completed  as 
scheduled  on  April  30. 
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Workers’  Compensation  Work  Standards 

In  conjunction  with  the  implementation  of  a new  TPA  and  CMIS,  the  most  signifi- 
cant action  by  the  Division  in  Fiscal  Year  2000-2001  was  the  development  of 
“best  practices”  work  processes  and  service  expectations. 

The  Division  formed  an  internal  project  team  to  map  the  existing  work  processes 
and  identify  possible  improvements.  Management  then  validated  the  results  of 
the  project  with  external  experts,  including  the  selected  TPA,  and  developed  a 
blueprint  for  new  work  processes,  “best  practices”  service  standards,  and  opti- 
mal staffing.  Involving  the  TPA  was  essential,  because  work  processes  are  tightly 
connected  with  the  CMIS,  and  because  the  Division  wanted  to  ensure  that  work 
standards  are  similar  for  the  in-house  and  the  TPA  operations. 

The  implementation  of  the  new  work  standards  and  CMIS  for  in-house  staff  was 
planned  for  and  delivered  on  schedule  on  April  16,  2001,  two  weeks  before  the 
new  TPA  transition  date. 

Cost  Containment  Program 

The  Division  analyzed  its  medical  provider  network  arrangements,  and  quickly 
concluded  that  additional  medical  cost  savings  were  possible  through  expansion 
of  the  networks.  Given  other  priorities,  the  Division  decided  to  achieve  some 
immediate  savings  by  implementing  “quick  fixes”  in  the  short  term  and  revisiting 
the  analysis  in  the  long  term.  In  January  2001 , the  Division  implemented  both  a 
secondary  preferred  provider  network  to  supplement,  where  the  existing  primary 
network  does  not  provide  coverage,  and  a pharmacy  network  where  there  was 
none  previously,  at  a cost  based  on  a percentage  of  savings.  After  six  months, 
these  actions  resulted  in  net  savings  of  approximately  $120,000  in  medical  costs. 
In  the  long  term,  the  Division  will  thoroughly  analyze  its  provider  network  ar- 
rangements to  achieve  even  greater  savings. 

Citywide  Safety  Coordination 

Promoting  safe  working  conditions  and  preventing  injury  are  key  to  reducing  work- 
ers’ compensation  costs.  The  Workers’  Compensation  Council  recommended  that 
the  Workers’  Compensation  Division  provide  oversight  and  guidance  to  depart- 
ments to  ensure  safe  working  environments,  assist  in  training  activities,  and  pro- 
vide centralized  reporting  on  goals,  objectives  and  results  citywide. 

The  City  approved  a new  Senior  Industrial  Hygienist  position  to  begin  carrying 
out  these  duties.  The  Division  actively  recmited  and  filled  this  position  by  the 
end  of  Fiscal  Year  2000-2001,  and  developed  a plan  to  implement  citywide  safety 
coordination. 
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Client  Department  Performance  Reporting  Tool 

Recognizing  that  good  information  is  key  to  controlling  claims  costs,  The  Council 
reconmiended  that  the  City  analyze  its  needs  for  data  and  develop  better  reporting 
tools. 

In  Fiscal  Year  2000-2001,  the  Workers’  Compensation  Division  issued  an  RFP, 
selected  a consulting  firm,  and  conducted  an  RJVCS  Needs  Ajialysis.  This  analysis 
included  meetings  with  city  departments  to  discuss  their  needs,  identification  and 
evaluation  of  alternative  system  approaches,  and  a review  of  viable  products  for 
the  next  phase  - an  RMIS  RFP,  anticipated  in  Fiscal  Year  2001-2002. 

Highlighted  Accomplishment:  Management 
Classification  and  Compensation  Plan  (MCCP) 

For  more  than  20  years,  the  City  has  attempted  to  create  a broad  series  of  manage- 
ment classifications.  Previous  attempts  have  been  unsuccessful,  even  though  the 
work  was  recommended  by  highly  paid  outside  consultants.  We  are  pleased  to 
report  that  Department  of  Human  Resources  has  completed  this  task,  by  creating 
broad  classifications  for  12  levels  of  management,  five  levels  of  Deputy  Director, 
and  five  levels  of  Department  Head.  Agreement  by  the  City  and  the  Municipal 
Executives  Association  is  required  prior  to  final  implementation  of  the  new  se- 
ries. 

Several  years  ago,  the  Human  Resources  Director  challenged  Merit  Systems  Ser- 
vices staff  to  determine  the  feasibility  of  internally  establishing  a broad  series  of 
management  classes.  The  initial  concept  was  that  creating  transparency  in  the 
classification  system  and  a more  contemporaneous  compensation  plan  would  en- 
hance a Departments’  ability  to  more  easily  fill  positions  in  an  increasingly  com- 
petitive job  market.  It  would  give  limited  human  resources  staff  the  ability  to 
focus  efforts  on  recruitment  and  retention  of  employees,  rather  than  classification 
and  pay.  Also,  if  the  project  could  be  done  in-house,  project  costs  would  be 
reduced,  and  the  assigned  staff  would  be  more  knowledgeable  about  the  Depart- 
ments and  positions  therein.  The  last  RFP  for  creating  a management  classifica- 
tion series  was  issued  in  1994  and  projected  costs  from  experienced  firms  was 
approximately  $1,000,000. 

The  MCCP  feasibility  study  was  done  in  three  phases  and  used  data  from  the  San 
Francisco  International  Airport,  their  staff  volunteered  to  provide  classification 
information  from  its  managers.  Merit  Systems  Services  staff  first  reviewed  a 
number  of  different  classification  methodologies.  They  determined  that  the  most 
viable  approach  was  to  use  the  whole  job  methodology.  This  process  requires 
that  all  aspects  of  the  job  be  considered  in  making  tire  classification  decision 
(duties  and  responsibilities,  organizational  position,  minimum  qualifications,  re- 
quired knowledge  abilities  and  skills,  etc.),  as  opposed  to  various  types  of  point 
factor  analyses  that  by  definition  place  rigid  limits  on  job  evaluation  deteiminators. 
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The  second  phase  of  the  assignment  included  developing  preliminary  classifica- 
tions and  establishing  whether  it  was  possible  to  allocate  jobs  to  the  new  classes, 
based  on  the  whole  job  method.  This  process  proved  successful,  and  the  staff 
went  on  to  preliminarily  allocate  the  Airport  management  positions  to  the  new 
series.  The  entire  internal  effort  was  completed  without  additional  funding,  as  the 
Merit  System  staff  worked  many  evenings  and  weekends  over  an  extended  period 
of  time. 

This  project  required  close  coordination  and  teamwork  among  several  DHR  units. 
The  Compensation  Unit  provided  several  compensation  schemes  for  consideration. 
The  Internal  Services  Unit  developed  the  administrative  framework  necessary  for 
supporting  the  movement  of  employees  into,  between,  and  out  of  this  classification 
series.  The  third  phase  was  completed  by  December  2000,  when  DHR  developed 
the  MCCP  into  a proposal  for  City /union  consideration,  including  a spending  plan 
and  major  milestones. 

The  project  deliverables  had  also  expanded  to  include  the  development  of  succes- 
sion and  workforce  plans  for  each  department.  Why?  We  have  an  aging  workforce. 
The  average  age  of  public  employees  is  45;  the  average  age  of  City  employees  is 
45.6.  Recruitment  for  experienced  managers  will  likely  remain  highly  competi- 
tive. From  a historical  perspective,  the  unemployment  rate  remains  relatively  low. 
However,  the  Bay  Area  continues  to  have  high  housing  costs.  All  of  these  factors 
mean  that  human  resources  energy  must  be  directed  towards  the  recruitment  and 
retention  of  staff.  In  addition  to  external  recruitment  efforts,  developmental  train- 
ing programs  for  existing  staff  must  be  enhanced.  We  need  better  data,  such  as 
surveys  to  help  us  understand  why  employees  leave  government  service  to  assist 
us  in  devising  retention  strategies. 

The  June  2001  negotiated  contract  with  MEA  resulted  in  an  agreement  to  imple- 
ment the  MCCP  in  two  phases.  The  first  phase  applied  only  to  the  Special  Assis- 
tant classification  series.  Incumbent  MEA  represented  Special  Assistants  were 
provisionally  transitioned  into  the  new  broad  management  classification  series, 
effective  July  1 , 200 1 . Once  the  City  and  MEA  agree  to  the  conditions  for  includ- 
ing the  remainder  of  management  positions  into  the  new  series,  DHR  will  begin 
classifying  positions  on  a department-by-department  basis.  The  Board  of  Super- 
visors must  approve  any  economic  contract  improvements. 

This  is  a very  exciting  time.  A successful  project  requires  excellent  conununica- 
tion  and  teamwork  among  several  DHR  organizational  Divisions  or  units:  MCCP 
Team,  Training  and  Development,  Merit  System  Services,  Internal  Services,  EEO, 
and  Information  Services.  Through  our  collective  effort,  we  now  have  the  poten- 
tial to  change  the  way  we  employ  and  develop  our  managers.  Our  system  can  be 
more  flexible,  user  friendly,  and  most  importantly  provide  departments  with  quali- 
fied applicants  in  a timely  manner. 
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Human  Resources  Employee  Recognition 
Award  Programs 


It  is  the  policy  of  the  Department  of  Human  Resources  (DHR)  to  promote  programs 
that  enhance  employee  moral  and  productivity. 

Annual  Recognition  Awards 

DHR  has  implemented  an  Employee  Recognition  Program,  whereby  a DHR  em- 
ployee can  commend  a fellow  employee  for  exemplary  performance.  It  is  our  intent 
to  help  improve  job  satisfaction  and  create  a more  positive  work  environment  for 
employees.  Categories  include  leadership,  customer  service,  outstanding  perfor- 
mance, team  excellence,  and  unsung  hero. 

Annual  Director’s  Award 


A Director’s  Award  is  presented  to  an  employee  who  demonstrates  a commitment  to 
the  vision  of  the  department,  consistently  exceeds  requirements  that  go  beyond  the 
scope  of  their  normal  duties,  saves  money,  and/or  demonstrates  tireless  dedication  to 
the  completion  of  a project  or  assignment.  Nominations  for  this  award  are  made  by 
DHR  Managers  of  the  Department  of  Human  Resources. 

Monthly  Star  Award 


Star  Awards  are  immediate  “thank  you’s”  for  extra  effort.  Beginning  in  April  2001 , 
any  employee  of  the  Department  of  Human  Resources  can  complete  the  “I’ve  Seen  a 
Star”  form  which  begins  the  process.  Forms  are  completed  for  DHR  employees  who 
have  gone  the  extra  mile,  or  have  done  something  very  special  in  the  course  of  their 
daily  work.  Managers,  Super\dsors,  and  co-workers  can  choose  anyone  in  any  of  the 
divisions  of  the  Department  of  Human  Resources  to  recognize  and  give  special  thanks. 
The  Star  Program  provides  the  opportunity  to  immediately  recognize  others  for  their 
hard  work,  cooperation,  and/or  dedication  in  getting  the  job  done.  All  Star  Awards 
recipients  are  included  in  a monthly  drawmg  to  receive  a special  gift  from  the  Hu- 
man Resources  Director  and  are  recognized  in  the  Annual  Report  as  follows: 

Yvonne  Hudson;  Yvonne  is  to  be  commended  for  raising  the  morale  of  employees 
and  offering  positive  leadership  that  encourages  improved  work  performance.  She 
always  takes  the  time  to  listen  and  assist  staff  during  a crisis,  even  though  she  is  busy 
and  their  visit  is  unexpected  . . . 

Rita  Galicia:  Many  thanks  for  her  continuous  hard  work,  constant  focus  and  great 
training. 
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Renee  Rankin:  \Iany  thanks  for  her  keen  perception,  hard  work  and  adaptable  atti- 
tude, as  well  as  her  clarit>'  of  benefit  issues. 

Patrick  DuJBBe:  Many  thanks  for  his  diplomacy  \^-ith  all  concerned,  his  hard  work 
and  vNillingness  to  “go  the  extra  mile.” 

Yoh'  Guiriba : Many  thanks  for  her  diligent  follow  through  and  excellent  training,  as 
well  as  her  high  caliber  of  work. 

\'adia  Heniy:  Many  thanks  for  her  constant  support  of  e^■e^^■one  and  her  sharing  of 
her  knowledge,  her  hard  work  and  enduring  patience! 

Estrella  Deo  Campo : Thanks  for  your  continued  dedication  and  hard  work! 

Miriam  Ramirez:  Many  thanks  for  sharing  your  expertise  and  knowledge  with  all  of 
! us  who  have  needed  help. 

Dester  Rutherford:  Ms.  Rutherford  is  sunshine  for  the  unit  Under  pressured  cir- 
cumstances, she  still  smiles. 

Sandra  F avale:  Sandy  deser\’es  to  be  acknowledged.  She  has  so  much  knowledge, 
always  gives  the  right  ans^vers  and  she  helps  e\'eiyone  who  asks.  She's  truly  a “Star.” 

Elizabeth  Bermudez:  She  never  turns  down  anyone's  request  for  help.  Thanks  for 
your  quick  and  courteous  ans^vers. 

! 

Yvonne  Hudson:  You  have  shown  a tremendous  amount  of  teamwork  during  the 
, busiest  time  of  the  year,  open  enrollment  by  not  only  working  at  the  site,  but  also 
; conducting  pre-retirement  seminars  and  enrolling  groups. 

Ametta  Brown : Ametta  went  out  of  her  way  to  help  a caUer  retrieve  informatiorL  by 
1 going  on  her  own  time  and  at  her  own  expense  to  help  this  persoiL 

I 

Miriam  Ramirez:  You  never  turn  down  anyone's  request  for  help.  You  give  quick 
and  courteous  assistance  and  never  show  an>thing  less  than  a respectful  helpful  atti- 
I tude. 

i 

Susann  Rodriguez-Coms:  Youhave  so  muchknowledge  and  you  are  so  generous  m 
I sharing  information  with  others.  It  is  amazing.  I don't  know  w’hat  we'd  do  without 
I yoa 

Florence  Lam:  Thanks  to  Florence  - Our  open  enrollment  processing  went  more 
I smoothly.  She  kept  eveiynne  on  target  and  put  in  a fantastic  effort 
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Ted  Yamasaki:  Ted  has  truly  been  a “Star”  for  the  past  several  months.  His  com- 
mitment to  improving  tlie  Workers’  Compensation  Division,  his  work  ethic,  and  his 
ability  to  work  well  with  others  are  strong  assets  for  the  division.  He  makes  my  job 
a lot  easier. 

Erlinda  Santa  Maria:  Thanlcs  for  promptly  completing  and  submitting  the  Perfor- 
mance Appraisal  Report  for  your  subordinate. 

Marie  Estrada:  You  are  a rock.  You  help  everyone  who  asks  for  help  and  even 
tliose  who  do  not.  Wlien  you  see  a need  - you  rush  to  fill  it.  You  are  one  of  the 
hai'dest  workers  I know.  Thank  you. 

The  following  employees  deserve  praise  for  an  outstanding  attendance  record  for  a 
one  year  period: 

Ma  Digna  Bautista 
GailClabby 
Cberyl  Chin 
Agnes  Chau 
Benjamin  Feng 
Luis  Garcia 
Yvonne  Hudson 
Dorothy  Lim 
Hoang  Nguyen 
Donald  Southern 
Karen  Taylor 
Dorothy  Yee 
Titus  Whitehead 
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Looking  Forward  to  DHR’s  Future 


By  learning  from  past  experiences,  building  upon  positive  working  relationships  and, 

expanding  upon  our  growing  success,  DHR  has  established  the  following  goals  for  Fis- 
cal Year  2001-2002: 

Administrative  Services  Division 

• Develop  and  implement  external  benchmarking  measurements . 

• Improve  professional  development,  including  establishment  of  work  plans  and  stan- 
dards of  performance  for  all  staff. 

• Raise  the  level  of  staff  participation  in  training  and  in  professional  organizations. 

• Coordinate  the  relocation  of  all  Divisions  to  525  Golden  Gate  Avenue. 

Internal  Services  Unit 

• Update  the  Human  Resources  Policies  and  Procedures  Manual  (HRPPM). 

• Update  the  FMLAwTDL/CFRA  Policy  and  Procedures. 

• Produce  a training  video  for  use  in  DOT  Substance  Abuse  Policy  and  Testing  Proce- 
dures training  for  safety-sensitive  (driver)  employees. 

• Develop  and  coordinate  employee  retention  strategies  as  part  of  the  MCCP  Project. 

• Publish  Annual  Report  for  Fiscal  Year  2001-2002  by  August  2002. 

• Survey  customer  satisfaction  and  develop  strategies  for  improvement  where  needed. 

• Assess  Violence  in  the  Workplace  procedures  and  program;  recommend  and  imple- 
ment adjustments. 

• Continue  to  expand  communication  through  regular  personnel  officer  meetings  and 
increase  the  number  of  informational  bulletins  issued. 

• In  coordination  with  TOD,  expand  and  develop  counseling  services  to  enable  de- 
partments to  make  mor  informed  decisions  designed  to  prevent  employee  difficul- 
ties in  a variety  of  personnel  areas,  i.e.,  referrals,  leaves  of  absence,  employee  and 
organizational  development,  discipline,  violence  in  the  workplace,  etc. 

• Finalize  return  right  standards  as  part  of  the  MCCP  proj  ect. 
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Training  and  Organizational  Development  (TOD) 

• In  conjunction  with  Worker’s  Compensation  Division,  City  Attorney’s  Office  and 
EEO,  implement  a WC/ADA/FMLA  Training  Program. 

• Develop  and  implement  a strategic  plan  for  Employee  Development  that  considers 
succession  planning  and  mentoring  for  managers,  as  part  of  the  MCCP  Project. 

• Add  a Progressive  Discipline  course  to  TOD’s  core  curriculum. 

• Convene  a city  wide  Training/Development  Curriculum  Advisory  Council. 

Referral  Unit 


• Review/revise  referral,  selection,  appointment  and  separation  procedures  to  in- 
crease operational  efficiencies. 

• Develop  external  benchmarking  measurements. 

Financial  Services 


• In  conjunction  with  TOD,  develop  a strategic  financial  plan  to  adequately  fund 
TOD  for  Fiscal  Year  2002-2003. 

• Develop  a zero-based  budget  process  for  Fiscal  Year  2002-2003. 

• Reorganize  the  financial  operations  of  DHR. 

Employee  Relations  Division  Goals 

• Develop  external  bencluuarking  measurements. 

• Improve  professional  development,  mcluding  establisluuent  of  work  plans  and  stan- 
dards of  performance  for  all  staff. 

• Raise  the  level  of  staff  participation  in  training  and  in  professional  organizations. 

Labor  Unit 

• Develop  strategies  in  aligmiient  with  City  goals  and  objectives  to  prepare  for  si- 
multaneous negotiations  of  44  labor  agreements  in  Fiscal  Year  2002-2003. 

• Expand  training  programs  for  depaidmental  managers  and  supervisors  covering  the 
terms  and  conditions  of  contracts. 
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• Monitor  contract  work  plans  to  ensure  that  the  City  and  Unions  are  meeting  con- 
tractual obligations. 

Compensation  Unit 

• Continuously  update  Internet  access  to  all  compensation  data  and  labor  agree- 
ments. 

• Submit  Charter-mandated  wage  certifications  to  the  Board  of  Supervisors  in  a 
timely  manner. 

• Survey  customer  satisfaction  and  develop  strategies  for  improvements  where 
needed. 


Equal  Employment  Opportunity  Unit  Goals 

• Initiate  monthly  roundtable  for  EEO  investigators. 

• Transition  reporting  and  resolution  of  internal  discrimination  complaints  at  the 
San  Francisco  Fire  Department  to  the  Human  Resources  Director 

• Conduct  additional  training  on  mediation  and  expand  use  of  mediation  to  resolve 
discrimination  complaints. 

• Provide  the  Human  Resources  Director  with  quarterly  reports  on  the  status  of 
discrimination  complaints  and  ADA  requests. 

• Develop  workforce  graphics  and  supporting  data,  as  part  of  the  MCCP  Project. 

• Develop  external  benchmarking  measurements. 

• Improve  professional  development,  including  establishment  of  work  plans  and 
standards  of  performance  for  all  staff. 

• Raise  the  level  of  staff  participation  in  training  and  in  professional  organizations. 

Health  Service  System  Division  Goals 

• Continue  to  improve  customer  service  by  closely  monitoring  phone  and  lobby 
activity  and  making  the  necessary  adjustments  to  reduce  waiting  times. 

• Complete  the  RFI/RFP  process  to  identify  vendors  qualified  to  administer  the 
claims  processing  aspect  of  the  City  Health  Plan  1 . 
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Health  Service  System  Goals  (Cont.) 

• Meet  and  the  standai'ds  required  in  the  Annual  Audit. 

• Complete  production  of  video  for  distribution  to  City  department  Personnel  Of- 
fices to  assist  new  employees  with  the  benefit  enrollment  process 

• Distribute  health  plan  information  to  City  department  Personnel  Offices  to  al- 
low newly  hired  employees  access  to  information  in  a more  timely  manner 

• Develop  and  implement  strategies  to  improve  customer  service  and  staff  prob- 
lem-solving capabilities 

• Improve  professional  development,  and  raise  the  level  of  participation  in  pro- 
fessional organizations. 

• Revise  Open  Enrollment  Booklet  to  more  clearly  define  City  contribution  level. 

• In  conjunction  with  IS,  implement  PeopIeSoft  Benefits  administration  and  new 
financial  systems. 

• Develop  external  benchmarking  measurements. 

Information  Services  Division  Goals 

• In  conjunction  with  HSS,  implement  HSS  Benefits  Administration  and  new  Fi- 
nancial Systems.  This  includes  over  30  interfaces  with  clients  and  vendors 
many  that  are  bi-directional 

• Synclironize  data  with  PPSD  systems  to  create  a single  point  of  entry  into  the 
CCSF  employment-related  systems,  eliminate  redundancies  and  errors,  and  re- 
duce high  volume  paper  transaction  processing 

• Implement  on-line  employee  leave  tracking  capacity  for  use  by  City  departments 

• Implement  automated  employee  separation  functionality  using  workflow  man- 
agement 

• Implement  automated  employee  appointment  functionality  using  workflow  man- 
agement. 

• Improve  professional  development,  and  raise  the  level  of  participation  in  pro- 
fessional organizations. 


38 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 


ANNUAL  REPORT 


DEPARTMENT  OF  HUMAN  RESOURCES 


Merit  System  Services  Division 

• Develop  and  implement  streamlined  examination  processes  to  facilitate  depart- 
mental hiring: 

- Establish  eligibility  limits  by  individual  to  support  continuous  testing  pro- 
gram. 

- Create  more  examinations  that  cover  multiple  job  codes  during  a single  test 
administration. 

- Expand  the  use  of  flexible  staffing  exams  to  accommodate  upgrades  based 
upon  performance. 

• Enhance  classification  program  by  implementing  management  classification  plan 
and  eliminate  single-position  classes. 

• Provide  exceptional  MSS  customer  service  by  fully  implementing  comprehensive 
staff  development  programs  and  addressing  needs  identified  in  customer  service 
evaluations;  and  develop  and  implement  customer  service  agreements  and  evalu- 
ations for  each  examination. 

• Maximize  the  use  of  the  express  classification  procedure. 

• Reduce  reliance  on  provisional  employment  to  fill  full-time  positions. 

• Oversee  development  of  San  Francisco  Fire  Department  staffing  plan. 

• Retool  content  (e.g.,  add  employee  benefits)  and  look  of  recruitment  flyers/an- 
nouncements. 

• Implement  on-line  applications  program. 

• Develop  partnerships  with  departments  to  achieve  departmental  goals  by  estab- 
lishing strategic  staffing  plan(s)  (workforce  planning). 

• F inalize  external  benclimarking  to  regularly  compare  performance. 

• Improve  professional  development,  including  establishment  of  work  plans  and 
standards  of  performance  for  all  staff. 

• Raise  the  level  of  staff  participation  in  training  and  in  professional  organizations. 
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Workers’  Compensation  Division  Goals 

• Enhance  city  wide  Return-to-Work  program. 

• Standai'dize  medical  service  protocols  at  the  major  clinics  seiwicing  city  em- 
ployees. 

• Develop  more  sophisticated  and  accurate  tools  to  forecast  workers’  compen- 
sation costs. 

• Select  and  implement  a Risk  Management  Information  System  (RMIS). 

• Continue  to  explore  cost  containment  opportunities. 

• Expand  client  services,  with  focus  on  training  and  data  analysis. 

• Enhance  health  and  safety  programs  in  departments  without  budgeted  health 
and  safety  professionals. 

• Continue  professional  staff  development  and  raise  the  level  of  participation  in 
professional  organizations. 
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Civil  Service  Commission 

Pursuant  to  the  Charter,  the  Civil  Ser- 
vice Commission  adopts  the  rules  and 
policies  that  carry  out  the  civil  service 
merit  system  provisions  and  may 
require  periodic  reports  from  the 
Human  Resources  Director  on  such 
issues.  The  Civil  Service  Commission 
hears  appeals  from  the  Human 
Resources  Director’s  actions  in  accor- 
dance with  the  rules. 

Donald  A.  Casper,  President 
Morgan  R.  Gorrono.  Vice  President 
Adrienne  Pon 
Linda  Richardson 
Rosabelia  Saeont 
Kate  Favetti,  Executive  Director 


Health  Service  Board 

Pursuant  to  the  Charter,  the  Health 
Service  Board  adopts  rules  and  policies 
pertaining  to  the  establishment  of 
medical  care  benefit  plans  for  Health 
Service  System  members.  Through  the 
Human  Resources  Director,  the  Board 
contracts  for  and  administers  medical 
plans. 

CUMRE  ZVANSKI,  PRESIDENT 

Meussa  Welch,  MD,  MPH,  Vice  President 

Karen  Bresun 

James  Deignan 

Scott  heldeond 

Aleeta  Van  Runkle 
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Department  of  Human  Resources 


Mission 

We,  the  Department  of  Human  Resources,  create 
and  maintain  a dynamic  framework  that  allows 
departments  to  recruit  and  retain  a diverse  and 
highly  talented  workforce;  we  follow  merit  system 
principles  in  conducting  examinations  and  ensuring 
equal  employment  opportunity;  we  manage  workers’  compensation  and 
health  service  benefit  programs;  and  we  provide  expert  personnel  advice 
to  actively  assist  departmental  managers  and  supervisors  in  achieving 
their  missions  in  a collective  bargaining  environment. 
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Director's  Message 


When  I first  started  as  the  Human  Resources  Director 
in  July  1996,  I envisioned  the  Department  of  Human 
Resources  setting  the  standard  for  other  local  per- 
sonnel systems  in  the  state;  a department  that  is 
well  organized,  with  functions  and  responsibilities 
understood  by  all;  a department  where  employees 
are  held  accountable  for  performing  their  job  duties; 
and  a department  whose  employees  receive  the  per- 
sonal and  professional  satisfaction  and  rewards  of  a 
job  well  done.  The  best  way  to  predict  the  future  is 
to  create  it. 

As  I look  back  over  the  past  year,  I am  pleased  that  we  have  continued  to  make 
significant  progress  in  fulfilling  the  vision  I established  nearly  six  years  ago.  For 
the  first  time,  I have  a full  compliment  of  senior  managers  in  place,  who  are 
poised  to  address  the  human  resource  issues  facing  the  City  and  County. 

Like  many  other  organizations,  the  Department  of  Human  Resources  has  been 
particularly  challenged  by  the  climate  following  the  events  of  September  11, 
2001 . My  managers  and  I have  been  significantly  involved  in  various  aspects  of 
the  City’s  response  to  this  national  crisis,  including  taking  the  lead  in  drafting 
and  implementing  the  City’s  revised  Military  Leave  policy  and  procedures. 
DHR,  like  other  City  departments,  has  suffered  from  the  recent  economic 
downturn  with  reduced  resources  and  fewer  funded  positions.  We  have,  how- 
ever, not  only  endured  this  difficult  time,  but  in  spite  of  the  constraints,  have 
operated  at  a high  level  of  productivity. 

I proudly  present  a few  of  the  significant  achievements  made  by  my  senior 
managers  and  their  dedicated  staff: 

■ The  development  and  implementation  of  Phase  I of  the  Management 
Classification  and  Compensation  Plan  (MCCP)  Project.  The  MCCP  is  focused 
on  improving  the  City’s  ability  to  recruit,  hire  and  retain  a highly  qualified 
management  workforce.  Phase  I involved  participating  in  the  negotiations 
for  the  program  and  the  preliminarily  allocation  of  276  Special  Assistant 
positions  to  the  new  management  series. 

■ The  redesign  and  launch  of  the  Department’s  web  site.  The  DHR  web  site 
now  provides  expanded  information  on  job  opportunities,  salaries  and  bene- 
fits, as  well  as  the  Health  Service  System  Division’s  health  benefit  selection 
process  for  current  and  retired  City  employees.  Also  available  are  the  cur- 
rent collective  bargaining  agreements,  the  official  compensation  manual, 
and  the  City’s  Employee  Handbook,  as  well  as  DHR  forms  frequently 
requested  by  City  departments  and  employees. 
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■ As  a part  of  the  PeopleSoft  Benefits  Administration  and  Financial  Interface 
Project,  the  roll  out  of  an  employee  leave  of  absence  data  entry  system  to 
track  leaves  impacting  eligibility  and  coverage  for  health  benefits. 

■ The  development  and  implementation  of  a Temporary  Exempt  As- Needed 
1040  Hour  employee  tracking  and  notification  program.  This  is  the  first 
time  the  City  has  had  this  capability.  The  program  v^ill  produce  hours 
worked  reports  for  all  departments  with  Temporary  Exempt  Category  16 
employees,  and  provide  notice  to  the  Departments  when  an  employee 
reaches  500  hours  and  every  pay  period  thereafter  until  the  employee 
reaches  750  hours. 


I am  confident  that  my  team  of  managers  and  their  staff  can  successfully  meet 
the  ambitious  goals  and  objectives  necessary  to  attain  my  vision  of  the 
Department.  A few  of  our  goals  for  next  year  include: 

■ The  full  implementation  of  the  PeopleSoft  Benefits  Administration  and 
Financial  Interface  application,  including  automated  separation  reporting. 

■ The  negotiation  of  pay  rules  to  support  the  MCCP  program. 

■ The  modernization  of  Merit  System  recruitment  and  examination  tools. 

■ The  improvement  of  the  City’s  human  resources  strategic  planning  by 
developing  and  implementing  workforce  and  succession  planning  programs. 

■ The  selection  and  implementation  of  a Risk  Management  Information 
System  (RMIS)  vdth  a Claims  Management  Information  System  (CMIS)  option. 

While  the  immediate  focus  of  our  work  is  placed  on  today,  our  sights  have  been 
set  in  achieving  what  is  needed  for  tomorrow  - a strong  organizational  infra- 
structure with  contemporary  policies  and  systems,  and  an  effective  business 
model  that  reflects  the  industry’s  best  practices. 

My  thanks  to  staff  for  their  tremendous  efforts. 


" While  the  immediate  focus  of 

our  work  is  placed  on  today, 

our  sights  have  been  set  in  achieving 

what  is  needed  for  tomorrow” 
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DHR  - The  Best  of  Today 


The  Department  of  Human  Resources  (DHR)  was  established  in  January 
1994,  and  consolidated  functions  from  the  Civil  Service  Commission,  the 
Health  Services  Board,  the  Employee  Relations  Office,  and  Workers’ 
Compensation  (Retirement  Board)  into  one  centralized  City  department. 

In  eight  years,  DHR  has  made  significant  progress  in  achieving  its  mission 
and  service  goals.  DHR  continually  strives  to  provide  high  quality  per- 
sonnel and  organizational  development  services  to  departments,  ensures 
equal  opportunity  and  work  force  diversity,  administers  employee 
healthcare  and  workers’  compensation  benefits,  and  represents  the  City 
and  County  in  collective  bargaining  with  employee  organizations. 

To  achieve  our  mission  and  service  goals,  DHR  is  organized  into  seven 
divisions/units:  Administrative  Services,  Employee  Relations,  Equal 
Employment  Opportunity,  Health  Service  System,  Information  Services, 
Merit  System  Services,  and  Workers’  Compensation. 


Andrea  R.  Gourdine 

Human  Resources  Director 


Ms.  Gourdine  began  her  career  with  the  City  and  County  of  San 
Francisco  as  an  Assistant  Personnel  Analyst  with  the  Civil  Service 
Commission  in  1967.  She  has  been  the  Human  Resources  Director  since 
July  1996.  Her  City  service  has  also  included  Deputy  Director,  Admini- 
stration, San  Francisco  International  Airport;  Manager,  Bureau  of  Per- 
sonnel and  Training  at  the  Public  Utilities  Commission;  and  Assistant 
Division  Manager,  Personnel,  Department  of  Public  Health.  Ms. 
Gourdine  also  worked  for  two  years  as  the  Human  Resources  Director  at 
the  East  Bay  Municipal  Utility  District.  She  is  a Member  of  the  Coopera- 
tive Personnel  Services  Board,  a joint  powers  public  agency  recognized 
as  a leader  in  human  resources  consulting.  Ms.  Gourdine  recently 
received  Certified  Professional  (CP)  status  from  the  Public  Human 
Resources  Certification  Council  in  affiliation  with  the  International 
Personnel  Management  Association. 
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DHR  Management  Staff 


Sandra  L.  Favale 
Chief  of  staff 

Ms.  Favale  has  29  years  of  service  with 
the  City,  starting  her  City  employment 
as  a Clerk  Stenographer  in  the  Civil 
Service  Commission’s  Classification  and 
Pay  Division.  She  was  appointed  as  the 
Chief  of  Staff  in  1999.  For  the  last  27 
years,  Ms.  Favale  has  worked  for  five 
General  Managers,  Personnel/Human 
Resources  Directors.  DHR  managers, 
employees,  and  departmental  person- 
nel representatives  rely  upon  her 
expertise  and  historical  knowledge  of 
the  Department’s  procedures  and 
operations. 

Yvonne  Hudson 

Deputy  Director,  Health  Service  System 

Ms.  Hudson  was  appointed  as  Deputy 
Director  of  the  Health  Service  System 
Division  in  April  2001.  She  has  been 
with  the  City  for  over  four  years,  previ- 
ously working  as  the  Director  of  Human 
Resources  for  the  Department  of 
Human  Services.  Prior  to  coming  to  the 
Bay  Area,  Ms.  Hudson  worked  for  the 
County  of  Los  Angeles  for  28  years, 
including  over  20  years  in  Human 
Resources. 


Geoffrey  Rothman 

Director,  Employee  Relations 

Mr.  Rothman  has  been  with  the  City  for  32 
years,  and  has  served  in  a variety  of  human 
resources  assignments,  starting  as  a 1241, 
Personnel  Analyst  at  the  Department  of 
Human  Services.  Mr.  Rothman  also  worked 
as  the  Consent  Decree  Coordinator  for  the 
San  Francisco  Police  Department,  and  as 
the  Recruitment  and  Selection  Manager  for 
the  Civil  Service  Commission.  Mr.  Rothman 
became  the  ERD  Director  in  1994. 

Marsha  Stroope 

Deputy  Director,  Merit  System  Services 

Ms.  Stroope  began  her  career  in  human 
resources  in  1971  as  an  Assistant  Personnel 
Analyst  with  the  Civil  Service  Commission. 
After  leaving  City  service  in  1977,  Ms. 
Stroope  returned  to  the  City  in  1997  as  the 
manager  of  the  Examination  and  Classifica- 
tion Decentralized  Unit  at  the  Department 
of  Human  Services.  In  September  of  2001 , 
she  was  appointed  as  Deputy  Director, 
Human  Resources  for  the  Merit  System 
Services  Division. 
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Minh  Vu 

Deputy  Director,  Worker's  Compensation 

Mr.  Vu  joined  the  City  and  County  of  San 
Francisco  as  the  Deputy  Director  for 
Workers’  Compensation  in  August  2000. 
Mr.  Vu  comes  to  DHR  with  over  19  years 
of  insurance  and  risk  management  con- 
sulting experience  working  v/ith  insurance 
companies,  corporations,  and  public 
agencies.  Prior  to  joining  DHR,  he 
worked  with  the  consulting  firm  of 
Tillinghast-Towers  Perrin  in  San 
Francisco. 

Ray  Wong 

Deputy  Director,  Information  Services 

Mr.  Wong  has  been  with  the  City  for  30 
years,  starting  employment  with  the  City 
as  a School  Aide.  He  has  been  the  Dep- 
uty Director  for  Information  Services 
since  July  1997.  Within  DHR,  he  has  also 
been  the  Deputy  Director,  Administrative 
Services,  the  Recruitment  and  Selection 
Manager  (currently  MSS),  and  the  EEO 
Manager.  Before  joining  DHR  in  1994, 
Ray  worked  for  the  Civil  Service  Commis- 
sion. He  also  served  as  the  Consent 
Decree  Coordinator  for  the  San  Francisco 
Police  Department,  and  the  Director  of 
the  SFPD  Recruitment  Unit. 


Dorothy  Yee 

Manager,  Equal  Employment  Opportunity 

Ms.  Yee  has  been  with  the  City  for  25 
years.  She  started  as  a Public  Service 
Employee  with  the  Civil  Service  Commis- 
sion in  the  EEO  Unit,  and  has  remained 
with  the  EEO  Unit  ever  since.  She  came 
to  DHR  in  1994  with  Proposition  L’s  pas- 
sage. Over  her  23-year  career  in  EEO, 
Ms.  Yee  has  served  in  every  role  available 
in  the  EEO  Unit.  Ms.  Yee  became  the  EEO 
Unit’s  Manager  is  September  1999. 

Ted  Yamasaki 

Deputy  Director,  Administrative  Services 

Mr.  Yamasaki  was  appointed  as  Deputy 
Director,  Administrative  Services  in  Octo- 
ber 2001 , after  a one-year  assignment  as 
the  Assistant  Deputy  Director  in  the 
Workers’  Compensation  Division.  Mr. 
Yamasaki  comes  to  DHR  with  13  years  of 
human  resources  experience,  most 
recently  serving  as  the  Personnel  Director 
for  the  City  of  Newark,  California. 
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Administrative  Services  Division 


The  staff  of  the  Administrative  Services  Division  provides  direct  services 
and  consultation  to  DHR’s  internal  and  external  customers,  which 
include  all  city  departments,  eligibles  on  lists,  and  applicants  seeking 
employment.  The  Administrative  Services  Division  is  comprised  of  seven 
service  units:  Fiscal  Services,  Internal  Services,  Mail  and  Reproduction 
Services,  Personnel  and  Payroll  Services,  Referral  Unit,  Support  Services, 
and  Training  and  Organization  Development  (TOD). 


The  Administrative  Services  Division  in  detail: 


Fiscal  Services 

The  Fiscal  Services  Unit  prepares  the 
budget  for  the  department,  monitors  the 
budget  during  the  fiscal  year,  pays 
invoices,  prepares  purchase  orders,  pre- 
pares departmental  financial  reports,  and 
performs  fiscal  analysis  on  various 
departmental  and  citywide  issues. 

Internal  Services 

The  Internal  Services  Unit  provides 
answers  to  all  departmental  questions 
regarding  City  employment,  personnel/ 
discipline  matters,  or  Civil  Service  Rule 
application  and  implementation.  Areas  of 
responsibility  also  include  the  Family  and 
Medical  Leave  Act  (FMLA),  Department  of 
Transportation  (DOT)  substance  abuse 
monitoring,  future  employment  restric- 
tions, and  screening  department  requests 
for  personal  services  contracts. 

Mail  and  Reproduction  Services 

The  Mail  and  Reproduction  Services  Unit 

is  an  in-house  printing  and  distribution 

center  for  the  Department  of  Human 

Resources. 

Personnel  AND  Payroll  Services 
The  Personnel  and  Payroll  Services  Unit 
administers  and  performs  all  internal 
payroll,  personnel,  and  employment 
functions  affecting  DHR  staff  and  man- 
agement. 


Referral  Unit 

The  Referral  Unit  is  responsible  for  gen- 
erating the  list  of  candidates  available  to 
a department  for  Permanent  Civil  Service 
selection,  responding  to  candidate 
inquiries,  verifying  and  auditing  the 
selection  and  appointment  process,  and 
entering  the  appointments  and  separa- 
tions into  the  PeopleSoft  HRMS  system. 

Support  Services 

The  Support  Services  Unit  has  three  pri- 
mary responsibilities:  1)  providing 
employment  related  information  to  citi- 
zens and  City  employees  conducting  City 
employment  job  searches  at  44  Gough;  2) 
monitoring  the  posting  and  review  of 
exam  lists  and  job  announcements;  and 
3)  building  maintenance  for  44  Gough. 

Training  AND  Organization  Development 
The  Training  and  Organization  Develop- 
ment (TOD)  Unit  is  a resource  center  of 
trainers  and  consultants  who  provide  City 
departments  with  expert  instruction  in 
mastering  skills  that  enhance  productiv- 
ity, efficiency  and  effectiveness.  TOD’s 
areas  of  expertise  include  staff  and 
organizational  development  and  man- 
agement training. 
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Highlishts  for  2001-2002 


■ Completed  an  external  benchmarking 
survey  of  seven  counties  in  California 
to  establish  comparable  human 
resources  staffing  patterns.  Focus 
was  placed  on  the  Merit  System  Ser- 
vices, Workers’  Compensation,  and 
Health  Service  System  Divisions. 

■ Designed  and  launched  the  Depart- 
ment’s new  website.  The  design  con- 
forms to  the  DTIS  standards  for  city- 
wide website  consistency. 


■ In  collaboration  with  the  City  Attor- 
ney’s Office,  revised,  reformatted, 
and  published  the  City’s  Employee 
Handbook  to  include  updated  policies 
and  regulations  impacting  all  City 
employees. 

■ Updated  the  Human  Resources  Poli- 
cies and  Procedures  Manual  (HRPPM). 

■ Redesigned  and  published  the  Depart- 
ment of  Human  Resources  Directory 
of  Services. 

■ Developed  and  coordinated  an 
employee  exit  survey  to  improve  the 
City’s  retention  strategies  as  part  of 
the  MCCP  Project. 


■ Produced  a training  video  for  use  in 
DOT  Substance  Abuse  Policy  and 
Testing  Procedures  training  for 
safety-sensitive  (driver)  employees. 

■ For  the  first  time  in  the  City’s  his- 
tory, developed  and  implemented  a 
Temporary  Exempt  As-Needed  1040 
Hour  employee  tracking  and  notifica- 
tion program.  The  program  will 
produce  hours  worked  reports  and 
provide  notice  to  the  Departments 
when  an  employee  reaches  500  hours 
and  every  pay  period  thereafter  until 
the  employee  reaches  750  hours. 

■ Designed  and  produced  a customer 
service  video  for  the  DHR  lobby.  The 
video  highlights  the  application  and 
examination  processes  and  is 
intended  to  provide  basic  information 
to  the  general  public. 

■ Developed  and  implemented  a Pro- 
gressive Discipline  course  in  TOD. 
The  program  has  been  added  to  the 
core  curriculum. 

■ Successfully  moved  DHR  into  a zero- 
based  budget  format  for  the  devel- 
opment of  the  2002-03  budget.  A 
baseline  justification  for  current 
expenditures  has  been  established  for 
all  divisions. 


nNNUfiL  RCPOftTPOOl-POOg 


11 


Employee  Relations  Division 


The  Employee  Relations  Division  manages  and  administers  the  labor  rela- 
tions program  for  the  City  and  County.  The  division  is  composed  of  two 
major  activities  including  contract  negotiations  and  management,  and 
compensation  administration. 


The  Employee  Relations  Division  in  detail: 


Labor  Relations 

The  labor  relations  staff  is  responsible  for 
negotiating  and  administering  the  provi- 
sions of  the  various  collective  bargaining 
agreements  between  the  City  and  County 
of  San  Francisco  and  the  labor  organiza- 
tions that  represent  City  employees.  Spe- 
cifically, the  labor  relations  staff 
negotiates  all  labor  contracts,  advises 
department  personnel  representatives  in 
the  interpretation  of  contractual  provi- 
sions, manages  and  reviews  all  grievances 
related  to  contract  interpretation/ 
application  and  disciplinary  actions,  and 
evaluates  bargaining  unit  assignments  for 
City  classifications.  In  addition,  the  labor 
relations  staff  also  conducts  meet  and 
confer  sessions  with  employee  organiza- 
tions regarding  proposed  amendments  to 
the  City  Charter  and  Administrative 
Code. 


Compensation 

The  compensation  program  supports 
collective  bargaining  efforts  through 
costing,  data  and  comparability  analysis, 
and  salary  survey  services,  and  adminis- 
ters compensation  business  transactions 
for  approximately  28,000  employees.  The 
compensation  staff  provides  advice  and 
consultation  to  departments  on  a daily 
basis,  and  coordinates  pay  interpretation 
and  administration  issues  with  the  Payroll 
Personnel  Services  Division  (PPSD).  Fol- 
lowing approval  of  labor  contracts,  the 
compensation  staff  calculates  general 
cost  of  living  adjustments,  all  internal 
and  market  adjustments  to  the  thirteen 
hundred  cityvdde  classifications,  and  is 
responsible  for  administering,  managing 
and  maintaining  the  citywide  compensa- 
tion plan.  Additionally,  the  compensa- 
tion staff  produces  and  maintains  the 
online  Compensation  Manual,  processes 
special  pay  premium  requests  in  compli- 
ance with  the  terms  of  the  City’s  collec- 
tive bargaining  agreements,  administers 
the  City’s  tuition  reimbursement  and 
employee  development  fund  programs, 
and  continues  to  manage  and  administer 
the  City’s  and  Municipal  Executives’ 
Association’s  (MEA)  Pay  for  Performance 
Program. 
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Hishlishts  for  2001-2002 

■ Negotiated  five  collective  bargaining 
agreements  (CBA’s)  and  57  contract 
amendments. 

■ Initiated  an  Employee  Benefits  Com- 
mittee to  coordinate  negotiated 
benefits  proposals  and  implementa- 
tion. 

■ Met  and  conferred  with  employee 
organizations  regarding  25  proposed 
Charter  amendments  and  one  Admin- 
istrative Code  amendment. 

■ Successfully  resolved  almost  30  of  the 
159  grievances  filed  and  advised 
departments  in  drafting  settlement 
agreements  to  several  department- 
level  grievances. 

■ Continued  to  counsel  departments 
"preventatively”  to  avoid  grievances 

■ Implemented  new  MOD  provisions 
such  as  the  Local  21  and  UAPD 
Employee  Development  Fund  and  the 
Local  21  Expedited  Arbitration  Proce- 
dure. 

■ Conducted  a large-scale  pay  equity 
study  for  classifications  represented 
by  SEIU  Locals  790,  535  and  250. 

■ Presented  three  (3)  half-day  training 
symposiums  for  departmental  human 
resources  staff. 

■ Conducted  individualized  Pay-for 
Performance  workshops  for  MTA, 
Airport,  and  Public  Health  and  posted 
the  "Getting  Results  Booklet”  online 
for  MEA  employees  to  have  direct 
access  to  establish  work  plans  and 
report  final  ratings  to  DHR/ERD. 


■ Participated  in  and  implemented  the 
Tripartite  Agreement  settling  more 
than  a decade  of  labor  disputes 
between  the  City,  the  Municipal 
Executives’  Association  and  IFPTE 
Local  21 . 

■ Updated  and  maintained  a web  page 
for  all  City  collective  bargaining 
agreements. 

■ Completed  and  timely  filed  Charter 
mandated  surveys  for  FY  2001-2002 
with  the  Civil  Service  Commission  and 
the  Board  of  Supervisors. 

■ Resolved  the  just  cause  and  benefits 
issues  for  "as-needed”  employees 
through  the  coordinated  efforts  of 
the  Employee  Relations,  Administra- 
tive Services,  Information  Services 
and  Health  Service  System  Divisions; 
the  City  Attorney’s  Office;  and  the 
Controller’s  Payroll  and  Personnel 
Services  Division. 

■ Provided  crucial  costing  analysis  and 
salary  survey  support  for  classifica- 
tion and  negotiations  programs. 
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Equal  Employment  Opportunity  Unit 


The  Equal  Employment  Opportunity  (EEO)  Unit  assists  applicants, 
employees  and  departments  in  the  areas  of  employment  discrimination, 
harassment,  and  employment  of  persons  with  disabilities.  The  EEO  Unit 
coordinates  EEO-related  staff  development,  alternative  dispute  resolu- 
tion, investigation  of  complaints,  and  accommodation  of  persons  with 
disabilities.  The  unit  also  provides  technical  assistance  to  departments' 
recruitment  strategies  to  ensure  equal  employment  opportunity  for 
applicants  for  provisional  (temporary)  and  permanent  civil  service 
employment  and  for  conformity  with  Civil  Service  Rules. 


The  Equal  Employment  Opportunity  Unit  in  detail: 


The  EEO  Unit  provides  direct  services  and 
consultation  to  all  City  departments  in 
the  areas  of  equal  employment  opportu- 
nity including  resolving  discrimination 
issues  through  investigation  of  complaints 
and  alternative  dispute  resolution,  train- 
ing to  prevent  workplace  harassment, 
and  providing  reasonable  accommodation 
to  individuals  with  disabilities. 

The  EEO  Unit  also  coordinates  bilingual 
proficiency  testing,  reviews  and  approves 
provisional  hiring,  and  prepares  work- 
force composition  reports.  The  EEO  Unit 
provides  technical  assistance  to  depart- 
ments to  prepare  equal  employment 
opportunity  plans  and  to  conduct 
recruitment  strategies  in  conformance 
with  Civil  Service  Rules. 

The  EEO  Unit  provides  services  citywide 
through  its  three  main  functional  areas; 
Investigations,  Training,  and  Reasonable 
Accommodations. 

INVESTIGATKDNS 

The  EEO  Unit  investigates  internal  com- 
plaints of  discrimination,  harassment  and 
retaliation  in  order  to  make  factual  find- 
ings in  reports  that  are  provided  to  the 
Human  Resources  Director  for  appropri- 
ate resolution.  The  EEO  Unit  provides 
assistance  to  departments  in  responding 


to  external  complaints  of  discrimination 
and  participating  in  mediation  of  such 
complaints. 

Training 

The  EEO  Unit  offers  training  to  depart- 
ments, supervisors  and  employees  in 
areas  including;  ADA,  harassment  preven- 
tion, alternative  dispute  resolution 
(ADR),  and  communicating  in  a diverse 
work  environment.  The  programs  are 
provided  Citywide,  or  specialized,  at 
departmental  request. 

Americans  with  DiSABitmES  Act  (ADA) 
Compliance 

The  EEO  Unit  assists  departments  in  pro- 
viding reasonable  accommodations  to 
employees  in  conformance  vdth  the  fed- 
eral Americans  with  Disabilities  Act  and 
California  Fair  Employment  and  Housing 
Act.  The  EEO  Unit  provides  technical 
assistance  to  departmental  representa- 
tives, medical  providers,  and  rehabili- 
tation counselors,  and  responds  to 
employee  inquiries  on  a daily  basis. 
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Highlishts  for  2001-2002 


■ Received  81  new  discrimination  com- 
plaints. 

■ Resolved  84  total  complaints,  a 42% 
increase  in  resolutions  over  FY99/00. 

■ Implemented  uniform  procedures  for 
investigation  of  discrimination  com- 
plaints. 

■ Transitioned  the  Fire  Department’s 
internal  complaint  process  to  the 
City’s  process  under  the  Human 
Resources  Director. 

■ Sponsored  nine  training  workshops  for 
investigators  on  topics  including 
dispute  resolution,  reasonable 
accommodations,  retaliation,  and 
continuing  violations. 


■ Conducted  32  workshops  with  540 
total  trainees  on  diversity,  preventing 
harassment,  and  communicating  in  a 
diverse  work  environment. 

■ Conducted  two  citywide  seminars  for 
161  departmental  human  resources, 
EEO,  and  workers  compensation  offi- 
cers on  reasonable  accommodation 
requirements. 

■ Conducted  a two-day  ADR  seminar  on 
interest-based  conflict  resolution  for 
21  EEO  and  other  human  resource 
professionals. 

■ Recorded  193  requests  for  reasonable 
accommodations.  Of  the  qualified 
cases,  31  employees  have  been  suc- 
cessfully accommodated. 

■ To  comply  with  new  requirements, 
updated  ADA  procedures  and  trained 
departmental  representatives. 

■ Administered  50  bilingual  proficiency 
tests. 

■ Reviewed  and  approved  930  provi- 
sional appointments. 
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Health  Service  System  Division 


The  Health  Service  System  Division  (HSS)  is  the  health  benefits  provider 
for  employees/retirees  and  dependents  of  the  City  and  County  of  San 
Francisco,  the  San  Francisco  Unified  School  District,  and  the  San 
Francisco  Community  College  District. 


The  Health  Service  System  Division  in  detail: 


The  Health  Service  System  Division  is 
responsible  for  managing  employee  bene- 
fits. HSS  administers  health-related 
benefits  to  active  and  retired  employees 
of  the  City  and  County  of  San  Francisco, 
and  also  to  related  employers  such  as  the 
San  Francisco  Unified  School  District,  the 
Trial  Courts,  and  the  San  Francisco  Com- 
munity College  District.  Benefits  cur- 
rently provided  by  HSS  include  medical 
and  dental  coverage,  flexible  spending 
accounts,  life  insurance  and  long-  and 
short-term  disability  policies.  In  total, 
the  Division  serves  over  100,000  active 
employees,  retirees,  and  their  respective 
dependents. 


1 


At  present,  available  medical  plans 
include  three  HMOs  and  the  City  Health 
Plan  (Plan  1 ),  a self-funded,  self-adminis- 
tered PPO  indemnity  plan. 

The  Health  Service  System  Division  is 
comprised  of  four  functional  areas: 

Administration 

Offers  the  administrative  services  that 
are  necessary  to  support  the  other  units. 

Claims  Services 

Processes,  pays  and  otherwise  adminis- 
ters the  claims  under  the  City  Health 
Plan  1 . This  unit  also  coordinates  with 
the  PPO  network  and  pharmacy  vendors 
for  the  Plan. 

Fiscal  and  Accounting  Services 
Handles  accounting,  financial  reporting 
and  audit  matters. 

Membership 

Assists  City  employees  and  retirees  with 
issues  related  to  their  health  benefits 
including  membership  eligibility,  initial 
enrollment,  changes  in  enrollment,  and 
understanding  and  using  their  benefits. 
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Hishlishts  for  2001-2002 


■ Designed,  produced,  and  distributed 
a health  benefit  enrollment  informa- 
tion video  to  all  City  departments 
along  with  plan  information  to  assist 
new  hires  in  making  choices  prior  to 
their  enrollment  appointment. 

■ Processed  health  and  dental  benefits 
for  over  4,000  new-hire  and  change 
transactions. 

■ Successfully  managed  the  open 
enrollment  program  for  all  employees 
and  retirees.  Processed  over  6,500 
open  enrollment  changes. 


■ Greatly  enhanced  the  benefit  booklet 
for  MEA  members  to  provide  more 
detail  about  the  plans  offered  and 
associated  costs. 

■ In  cooperation  with  the  Retirement 
System,  implemented  an  improved 
information  and  enrollment  process 
for  new  retirees. 

■ Completed  the  2001  -2002  health  plan 
rates  and  benefits  process  with 
improved  benefits  including 
enhanced  hearing  aid,  infertility, 
vision  benefits,  and  a new  trans- 
gender benefit. 

■ Implemented  a credit  card  payment 
system  for  members  who  pay  premi- 
ums over-the-counter. 

■ Actively  participated  with  the 
Information  Services  Division  in  the 
completion  of  over  90%  of  the  design 
work  for  the  member  eligibility  and 
scheduled  deductions  components  of 
the  PeopleSoft  Benefits  Administra- 
tion System. 

■ In  concert  with  the  Information  Ser- 
vices and  Administrative  Services 
Divisions,  developed  and  began 
implementation  of  a "best  practices” 
program  with  immediate  emphasis  on 
the  division’s  finance  functions. 
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Information  Services  Division 


The  Information  Services  (IS)  Division  provides  information  systems 
support  and  technical  assistance  to  DHR,  the  Civil  Service  Commission, 
decentralized  personnel  units  and  other  City  departments  v^ho  are  users 
of  the  PeopleSoft  Human  Resources  Management  System  (HRMS)  and 
other  DHR  applications. 


The  Information  Services  Division  in  detail: 

The  Information  Services  Division  consists 
of  four  units: 

PeopleSoft  Project  Technical  UNrr 
The  PeopleSoft  Project  Technical  Unit  is 
responsible  for  the  technical  implemen- 
tation of  the  PeopleSoft  HRMS  and  Bene- 
fits Administration  modules.  This  includes 
developing  and  implementing  program- 
ming modifications  and  systems  mainte- 
nance and  upgrades. 

PeopleSoft  Functional  Team 
The  PeopleSoft  Functional  Team  is 
responsible  for  developing  functional 
requirements  documenting  the  HR  and 
benefits  administration  business  needs  of 
DHR,  the  design  of  business  process  work- 
flow,  and  designing  and  administering 
end-user  training. 

Appucations  Development  Team 
The  Applications  Development  Team  is 
responsible  for  the  implementation  and 
maintenance  of  all  non-PeopleSoft  DHR 
applications. 

Systems  and  Operations  Team 
The  Systems  and  Operations  Team  is 
responsible  for  the  implementation  and 
maintenance  of  the  DHR  information  sys- 
tems technical  infrastructure,  including 
all  network  and  local  hardware,  operat- 
ing systems,  and  communications  appli- 
cations for  all  four  data  centers.  The 
team  is  also  responsible  for  the  telecom- 
munications infrastructure. 


Primary  information  applications  and  ser- 
vices include: 

■ PeopleSoft  HRMS  implementation, 
training,  and  support  for  local  and 
remote  users.  All  City  departments, 
the  Municipal  Transportation  Author- 
ity, Trial  Courts,  Unified  School  Dis- 
trict and  Community  College  District 
use  HRMS  for  maintenance  of  HR 
information,  automated  job  requisi- 
tion processing,  running  queries,  and 
producing  reports. 

■ SIGMA  (Applicant  Tracking  and  Test 
Management  System)  implementation 
and  support  for  local  and  remote 
users  in  the  decentralized  HR 
departments  engaged  in  the  recruit- 
ment and  selection  of  applicants  for 
City  employment. 

■ HRIS  (Human  Resources  Information 
Systems)  Referral  System  mainte- 
nance and  support  for  the  system 
used  to  administer  the  certifica- 
tion/selection process  and  appoint- 
ments to  City  employment. 

■ Data  center  operations  administra- 
tion at  four  physical  sites,  including 
systems  support  for  the  administra- 
tion of  the  Workers'  Compensation 
program,  the  Health  Service  System, 
and  the  Civil  Service  Commission. 

■ Network  systems  and  office 
productivity  applications  support 
(word  processing,  spreadsheets, 
database,  etc.)  for  DHR  employees. 

■ A technical  service  telephone  hot- 
line. 
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Hishlishts  for  2001-2002 


■ Rolled  out  a leave  of  absence  data 
entry  system  to  departmental  users 
for  types  of  leaves  that  impact  eligi- 
bility and  coverage  for  health 
benefits. 

■ Rolled  out  employee  personal  data 
maintenance  in  HRMS  to  departmen- 
tal users.  Automated  process  for 
providing  address  changes  to  PPSD  on 
weekly  basis.  HRMS  is  now  the  sys- 
tem of  record  for  CCSF  employee 
addresses. 

■ Implemented  workflow-triggered  e- 
mail  notifying  Health  Service  System 
staff  of  changes  in  CCSF  employee 
appointment  status  as  they  occur  so 
that  timely  adjustments  of  benefits 
coverage  can  be  made  as  necessary. 


■ Implemented  queries  and  reports  to 
support  layoff  processing,  attrition 
analyses  and  workforce  planning,  and 
monitoring  of  temporary  exempt 
employment  (1040  hour  limitations). 

■ Designed  and  developed  workflow  to 
automate  employee  separation  proc- 
essing. 

■ Customized  benefits  administration 
module  to  enhance  deduction  calcu- 
lation process  for  retirees  and  sur- 
viving spouses  and  add  imputed 
income,  FBP,  and  FSA  processing 
functions. 


■ Ongoing  conversion  of  benefits 
administration  membership  informa- 
tion from  the  WANG  legacy  system  to 
the  PeopleSoft  BAFS. 

■ Conducted  48  training  classes  to  351 
end  users  of  various  HRMS  functions. 

■ Supported  and  provided  technical 
assistance  to  470  HRMS  end-users. 
Published  and  distributed  four  issues 
of  the  HRMS  Currents  - a publication 
covering  system  updates,  and  tips  for 
end-users. 

■ Applied  70+  PeopleSoft  patches  and 
fixes. 

■ Implemented  UNIX  utility  scripts  and 
made  other  enhancements  to 
increase  efficiency  of  PeopleSoft 
servers  and  improve  emergency 
response  to  system  failures. 

■ Developed  and  rolled  out  a self- 
extracting  text-based  file  of  the 
Employment  Restrictions  Resister 
that  is  e-mailed  to  departmental  HR 
Offices  on  a biweekly  basis. 

■ Installed  and  configured  Lotus  Notes 
clients  on  250  workstations;  trained 
and  supported  users  in  migration 
from  cc:Mail  to  Notes.  Upgraded  and 
redistributed  PCs  with  hardware  suf- 
ficient to  run  Lotus  Notes. 

■ Installed  a new  server  for  HSS 
enhancing  response  time  and 
throughput  for  all  users  of  the  net- 
work. Installed  separate  backup 
server  and  DLT  autoloader  for 
automated  backups. 

■ Set  up  and  configured  laptops  for  use 
in  open  enrollment  conducted  for  the 
first  time  in  City  Hall.  Use  of  WAN 
connection  through  Citrix  allowed 
Benefits  Analysts  to  access  remote 
databases  for  consultation  of  account 
information. 
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Merit  System  Services  Division 


The  Merit  System  Services  (MSS)  Division  serves  as  a strategic  partner 
to  City  and  County  of  San  Francisco  operating  departments  by  pro- 
viding recruitment,  selection  and  classification  services  and  advice  to 
all  City  Departments,  applicants  and  citizens. 


The  Merit  System  Services  Division  in  detail: 

The  Merit  System  Services  Division  is  responsible  for; 


■ Analyzing  departmental  and  city-wide 
hiring  requirements. 

■ Planning,  developing  and  implement- 
ing competitive  selection  processes. 

■ Assuring  equal  employment  opportu- 
nity and  the  development  of  a work- 
force reflective  of  the  diversity  of 
our  community. 

■ Providing  employment  information 
and  assistance  to  applicants  and  the 
public  at  large. 

■ Maintaining  the  classification  plan 
and  assuring  that  positions  are  classi- 
fied based  on  equitable  determina- 
tion of  duties  and  responsibilities. 

■ Conducting  classification  studies  and 
providing  advise  to  departments  on 
organizational  structure  and  proposed 
reorganizations. 

■ Processing  employment  requisitions 
in  a timely  manner  while  assuring 
appropriate  use  of  the  classification 
plan. 


■ Managing  appeals  related  to  the 
examination  and  classification  proc- 
esses. 

■ Providing  consultation  and  oversight 
to  city  departments  and  decentral- 
ized examination  and  classification 
units  regarding  employment  proc- 
esses. 

■ Maintaining  a primary  focus  on  excel- 
lence in  delivery  of  services  to  our 
internal  and  external  customers  and 
the  citizens  of  San  Francisco. 
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RECRUfTMENT  AND  EXAMINATIONS 

■ Established  eligibility  list  limits  by 
individual  to  support  the  continuous 
testing  program. 

■ Conducted  examinations  and  estab- 
lished eligible  lists  on  a continuous 
basis  for  35  job  classifications. 

■ Administered  traditional  examina- 
tions and  established  discrete  eligible 
lists  for  73  job  classifications. 

■ Designed  and  piloted  a modular  test- 
ing process  to  test  for  core  compe- 
tencies with  scores  that  could  be 
applied  to  other  examinations. 

■ Developed  procedures  and  a work 
plan  for  implementation  of  on-line 
applications. 

■ Provided  oversight/ liaison  services 
for  the  City’s  thirteen  decentralized 
examination  units  resulting  in  the 
establishment  of  continuous  eligible 
lists  for  four  job  classifications  and 
discrete  eligible  lists  for  149  job  clas- 
sifications. 

■ Provisional  employment  was  reduced 
from  936  employees  in  June  2001  to 
871  employees  in  June  2002,  repre- 
senting a reduction  of  7%. 

Classification 

■ Streamlined  classification  process  by 
increased  use  of  the  Express  Classifi- 
cation form,  and  automated  approval 
of  requisitions  for  permanently  budg- 
eted, previously  classified  positions. 

■ Posted  classification  actions  for  620 
positions. 

■ Reclassified  79  positions,  revised  51 
class  specifications,  abolished  nine 
job  classifications,  and  adopted  13 
new  job  classifications. 

■ Streamlined  and  automated  processes 
for  posting  and  maintaining  the  his- 
torical data  on  classification  actions 
and  tracking  of  exempt  positions. 


■ Reviewed  4944  requisitions  for  classi- 
fication purposes. 

■ Completed  specific  organizational 
review/classification  studies  for  the 
Department  of  the  Environment, 
Children  Youth  and  Families,  and 
Purchasing. 

Management  Ciy^ssiFicATioN  and 

Compensation  Plan 

■ Implemented  Phase  1 of  the 
Management  Classification  and  Com- 
pensation Plan  (MCCP)  involving 
preliminarily  allocation  of  276  Special 
Assistant  positions  to  the  new  man- 
agement series. 


■ Participated  in  the  negotiations  and 
approval  process  for  Phase  2 of  the 
MCCP,  developed  an  extensive  roll- 
out timeline  and  audit  plan,  and 
designed  a comprehensive  training 
and  communication  plan. 

■ Began  implementation  of  Phase  2 of 
the  MCCP  in  May  2002,  following  final 
approval  of  the  MCCP  tripartite 
agreement  by  the  Board  of  Supervi- 
sors. 

■ Developed  turnover  analysis  and 
workforce  and  succession  initiatives 
to  be  introduced  in  coordination  with 
the  implementation  of  the  MCCP. 
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Workers'  Compensation  Division 


The  Workers'  Compensation  Division  administers  workers'  compensation 
benefits  and  all  other  benefits  related  to  work  injuries  in  compliance 
with  state  and  local  laws  and  regulations,  and  coordinates  City-wide 
safety  and  prevention  efforts. 


The  Workers’  Compensation  Division  in  detail: 


The  Workers’  Compensation  Division  is 
comprised  of  four  service  areas:  General 
Administration,  Claims  Adjusting,  Fiscal 
and  Accounting  Services,  and  Safety  and 
Prevention. 


The  Division  is  committed  to  implement- 
ing state-of-the-art  technology  and  a 
best- practices  approach  in  claims  admini- 
stration to  provide  the  best  possible  ser- 
vice to  injured  workers  and  the  City  and 
County  of  San  Francisco. 


The  Division  directly  administers 
approximately  one-half  of  the  City’s 
workers'  compensation  claims  and  a con- 
tracted third  party  administrator, 
Cambridge  Integrated  Services,  is  respon- 
sible for  the  other  half.  The  Division 
provides  direct  programmatic  oversight  of 
the  third  party  administrator. 

The  Workers'  Compensation  Division  and 
its  contracted  third  party  administrator 
provide: 

■ Individual  case  handling  and  plans  of 
action  to  maximize  each  employee’s 
speedy  recovery. 

■ Injury  prevention  programs  to  ensure 
employee  safety  and  minimize  work- 
ers' compensation  costs. 

■ Coordination  of  temporary  modified 
or  alternative  work  programs 
designed  to  return  injured  employees 
to  the  job  quickly,  whenever  possi- 
ble. 

■ Continued  evaluation  of  the  cost 
effectiveness  of  its  program. 
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■ Improved  medical  management  of 
workers’  compensation  claims. 

■ Initiated  a pilot  program  to  standard- 
ize medical  protocols  with  the  San 
Francisco  General  Hospital  Clinic. 

■ Increased  referrals  to  nurses  for  man- 
agement of  complicated  cases. 

■ Implemented  utilization  review  for 
all  hospitalization  services. 

■ Conducted  a comparison  of  medical 
networks  to  ensure  optimal  savings. 

■ Fully  implemented  a quality  manage- 
ment process  including: 

■ Ongoing  supervisor  case  reviews. 

• Annual  claims  audits. 

■ Improved  the  workers’  compensation 
cost  forecasting  and  budget  process 
through  implementation  of  actuarial 
analysis  and  discussion  v/ith  depart- 
ments. 


■ Expanded  client  services: 

■ Implemented  quarterly  claims 
reviews  with  departments. 

• Conducted  multiple  hands-on 
training  sessions  to  department 
coordinators  on  general  workers’ 
compensation  topics  and  report- 
ing system  usage. 

■ Implemented  a quarterly  report 
to  key  departments  on  trends  of 
claims  and  costs. 

■ Enhanced  health  and  safety  programs 
citywide  through  a newly  created 
Senior  Industrial  Hygienist  position: 

• Assisted  departments  without 
safety  staff  on  CAL/OSHA  compli- 
ance issues. 

■ Developed  and  held  multiple 
safety  related  training  classes. 

■ Initiated  the  selection  of  a Claims/ 
Risk  Management  Information  System 
to  improve  data  collection  and 
analysis: 

■ RFP  was  released  in  April  2002. 

■ Selection  is  in  progress  with 
implementation  date  targeted  for 
FY  2002-2003. 

■ Continued  professional  staff  develop- 
ment. 
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DHR  - Our  Focus  for  Tomorrow 


During  the  past  year,  DHR  has  successfully  faced  unprecedented  chal- 
lenges, and  yet  accomplished  much  in  our  continued  efforts  to  establish 
a strong,  contemporary  business  model  that  reflects  the  best  of  our 
industry.  We  have  learned  from  past  experiences,  both  positive  and 
negative,  and  have  continued  to  build  strong  working  relationships 
across  City  government  and  throughout  our  industry.  As  an  organization 
striving  to  become  the  model  for  other  personnel  systems  in  the  State, 
DHR  has  established  the  following  goals  for  Fiscal  Year  2002-2003: 


Administrative  Services  Division 

■ Develop  criteria,  analyze  feasibility, 
and  implement  external  benchmark- 
ing measurements  for  all  units. 

■ Analyze  the  options  and  feasibility  of 
consolidating  DHR  divisions  at  one 
location. 

■ In  concert  with  Information  Systems 
Division  and  Employee  Relations  Divi- 
sion Compensation  Unit,  develop  an 
interactive  classification,  compensa- 
tion, and  labor  contract  application 
for  the  Department’s  website. 

■ Raise  the  level  of  staff  participation 
in  training  and  in  professional  orga- 
nizations - prepare  white  paper(s) 
and/or  make  presentation (s)  to  pro- 
fessional organizations. 

■ Improve  professional  development, 
including  establishment  of  work 
plans,  standards  of  performance,  and 
performance  appraisals  for  all  staff. 

Financial  Services  Unit 

■ In  concert  with  HSS  and  Information 
Services,  lead  the  initiative  to  reen- 
gineer HSS  Financial  systems  to  meet 
operating  needs  and  audit  require- 
ments. 

■ In  conjunction  with  TOD,  develop  a 
strategic  plan  to  adequately  fund 
TOD  for  Fiscal  Year  2003-04. 


Internal  Services  Unit 

■ Develop  a three-year  update  cycle 
for  the  Human  Resources  Policies  and 
Procedures  Manual  (HRPPM).  Com- 
plete one-third  of  the  update  in  the 
fiscal  year. 

■ Develop  and  coordinate  employee 
retention  strategies  as  part  of  the 
MCCP  Project. 

■ Update  the  City’s  FMLA  policy  and 
procedures,  and  develop  and  conduct 
citywide  training. 

■ Finalize  return  right  standards  as  part 
of  the  MCCP  project. 

Referral  Unit 

■ Review/revise  referral,  selection, 
appointment,  and  separation  proce- 
dures to  increase  operational  effi- 
ciencies. 

Support  Services  Unit 

■ Survey  customer  satisfaction  and 
develop  strategies  for  improvement 
where  needed. 

Training  and  Organization  Development 

■ Develop  and  implement  a strategic 
plan  for  Employee  Development  that 
considers  succession  planning  and 
mentoring  for  managers,  as  part  of 
the  MCCP  Project. 
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Equal  Employment  Opportunity  Unit 

■ Develop  workforce  graphics  and  sup- 
porting data  for  MCCP  project. 

■ Develop  criteria,  analyze  feasibility, 
and  implement  external  benchmark- 
ing measurements. 

■ Improve  professional  development, 
including  establishment  of  work 
plans,  standards  of  performance,  and 
performance  appraisals  for  all  staff 

■ Develop  internal  standards  for  meas- 
uring program  effectiveness,  cityv/ide 
and  by  department. 

■ Analyze  the  effectiveness  of  the  ADA 
program /placements,  citywide  and 
by  department. 

■ Increase  use  of  alternative  dispute 
resolution  process  to  improve  over-all 
efficiency,  improve  timeliness  of 
investigations,  and  reduce  investiga- 
tion caseload. 

■ Raise  the  level  of  staff  participation 
in  training  and  in  professional  orga- 
nizations - prepare  white  paper(s) 
and/or  make  presentation(s)  to  pro- 
fessional organizations. 


Employee  Relations  Division 

■ Develop  criteria,  analyze  feasibility, 
and  implement  external  benchmark- 
ing measurements  for  all  units. 

■ Raise  the  level  of  staff  participation 
in  training  and  in  professional  orga- 
nizations - prepare  white  paper(s) 
and/or  make  presentation(s)  to  pro- 
fessional organizations. 

■ Improve  professional  development, 
including  establishment  of  work 
plans,  standards  of  performance,  and 
performance  appraisals  for  all  staff. 

Labor  Unit 

■ Provide  the  Human  Resources  Direc- 
tor with  quarterly  reports  regarding 
City  and  Union  compliance  with 
terms  of  contract  deadlines. 

■ Document  lessons  learned  and  recom- 
mendations for  future  Labor  Unit 
negotiations  activities. 

■ Measure  staff  activities  to  support 
future  budget  requests  and  costs. 

Compensation  Unit 

■ Develop  strategy  and  components  for 
the  MCCP  pay  program. 

■ Provide  accurate,  high  quality,  and 
timely  compensation  data  and  analysis 
in  support  of  contract  negotiations. 

■ Document  lessons  learned  and  recom- 
mendations for  future  Compensation 
Unit  negotiation  activities. 

■ Develop  proposals  for  the  MCCP  com- 
pensation plan,  including  standards 
for  monitoring  effectiveness. 

■ Measure  staff  activities  to  support 
future  budget  requests  and  costs. 

■ In  concert  with  Administrative  Ser- 
vices and  Information  Services, 
develop  an  interactive  classification, 
compensation,  and  labor  contract 
application  for  the  Department’s 
website. 

■ Survey  customer  satisfaction  and 
develop  strategies  for  improvement 
where  needed. 


ipr 


RIMNlJfiLRCPORT  2001 -2002 


25 


Health  Service  System 

■ Develop  and  implement  strategies  to 
improve  customer  service  and  staff 
problem-solving  capabilities. 

■ In  concert  with  Administrative 
Services  and  Information  Services, 
reengineer  and  implement  financial 
systems  to  meet  operating  needs  and 
audit  requirements. 

■ Establish  operating  procedures  manu- 
als for  finance,  benefits  administra- 
tion, and  claims  units. 

■ Timely  address  HIPPA  privacy  and 
security  requirements. 

■ Survey  other  agency  processes  and 
booklets  for  internal  improvements; 
revise  open  enrollment  booklet  to 
more  clearly  define  City  contribution 
levels,  consistent  with  best  practices. 

■ In  concert  with  Information  Services, 
design,  test,  and  implement  the 
PeopleSoft  benefits  administration 
module  and  new  financial  systems. 

■ In  concert  with  Administrative  Ser- 
vices, reorganize  HSS  creating  a 
distinction  between  health  plan  and 
benefits  administration. 

■ Raise  the  level  of  staff  participation 
in  training  and  in  professional  orga- 
nizations - prepare  white  paper(s) 
and/or  make  presentation (s)  to  pro- 
fessional organizations. 

■ Improve  professional  development, 
including  establishment  of  work 
plans,  standards  of  performance,  and 
performance  appraisals  for  all  staff. 


Information  Services  Division 

■ In  conjunction  with  HSS  and  Adminis- 
trative Services,  implement  HSS 
benefits  administration  module  and 
new  financial  systems.  This  includes 
reengineering  business  practices  and 
developing  over  30  interfaces  with 
clients  and  vendor,  some  of  which 
are  bi-directional. 

■ Analyze  the  feasibility  of  automated 
employee  appointment  functionality 
using  workflow  management. 

■ Plan  for  PeopleSoft  Version  8 and 
expanded  HR. 

■ In  concert  with  the  Administrative 
Services  Division  and  Employee  Rela- 
tions Division  Compensation  Unit, 
develop  an  interactive  classification, 
compensation,  and  labor  contract 
application  for  the  Department’s 
website. 

■ Raise  the  level  of  staff  participation 
in  training  and  in  professional  orga- 
nizations - prepare  white  paper(s) 
and/or  make  presentation(s)  to  pro- 
fessional organizations. 

■ Improve  professional  development, 
including  establishment  of  work 
plans,  standards  of  performance,  and 
performance  appraisals  for  all  staff. 

■ Develop  criteria,  analyze  feasibility, 
and  implement  external  benchmark- 
ing measurements. 
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Workers’  Compensation  Division 


MERfT  System  Services  Division 

■ Develop  and  implement  streamlined 
programs  designed  to  measure  and 
reduce  the  time  required  to  establish 
employment  eligible  lists,  using  a 
best  practices  approach. 

■ Develop  criteria,  analyze  feasibility, 
and  implement  external  benchmark- 
ing measurements. 

■ Document  business  practices  for 
functional  activities  using  workflow 
programs,  with  the  goal  of  improving 
the  delivery  of  services. 

■ Improve  recruitment  procedures  and 
tools  to  enhance  outreach  and  posi- 
tion the  City  as  employer  of  choice; 
develop  a coordinated  recruitment 
database  and  update  and  re-tool 
recruitment  announcement  templates 
to  highlight  the  benefits  of  employ- 
ment with  the  City. 

■ Implement  the  on-line  applications 
program. 

■ Complete  Phase  II  of  the  Management 
Classification  and  Compensation  Plan 
within  the  18-month  timeframe 
defined  by  the  Board  of  Supervisors. 

■ Provide  training  and  customized  data 
on  workforce  and  succession  planning 
to  departments  and  develop  partner- 
ships to  support  departmental  goals 
by  establishing  strategic  short-  and 
long-range  workforce  planning. 

■ Provide  exceptional  MSS  customer 
service  by  fully  implementing  com- 
prehensive staff  development 
programs;  address  needs  identified 
by  customers;  develop  and  imple- 
ment customer  service  agreements 
and  evaluations  for  each  examina- 
tion. 

■ Raise  the  level  of  staff  participation 
in  training  and  in  professional  orga- 
nizations - prepare  white  paper(s) 
and/or  make  presentation(s)  to  pro- 
fessional organizations. 


■ Regularize  return-to-work  (RTW)  pro- 
grams in  every  department. 

■ Ensure  that  department  heads  are 
actively  engaged  in  reducing  costs 
through  RTW  programs. 

■ Ensure  that  claims  adjusting  program, 
technical  and  communications,  is 
timely  and  accurate  and  is  based  on 
the  assumption  that  the  city  has  the 
ability  to  retain  injured  employee. 

■ Dramatically  improve  the  TPA  deliv- 
ery of  services  and/or  develop  other 
options. 

■ Select  and  implement  a risk  manage- 
ment information  system  (RMIS)  with 
a claims  management  information 
system  (CMIS)  option  by  January  1, 
2003. 

■ Develop  financial  strategies  to  ensure 
adequate  workers'  compensation  pro- 
gram funding. 

■ Develop  health  and  safety  prevention 
analysis  templates. 

■ Develop  criteria,  analyze  feasibility 
for,  and  implement  external  bench- 
marking measurements. 

■ Improve  professional  development, 
including  establishment  of  work 
plans,  standards  of  performance,  and 
performance  appraisals  for  all  staff. 

■ Raise  the  level  of  staff  participation 
in  training  and  in  professional  orga- 
nizations - prepare  white  paper(s) 
and/or  make  presentation (s)  to  pro- 
fessional organizations. 
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DHR  Employee  Recognition  Award  Programs 


It  is  the  policy  of  the  Department  of  Human  Resources  to  promote 
programs  that  enhance  employee  morale  and  productivity. 


Annual  Director's  Award 

The  Annual  Director’s  Award  is  presented  to  an  employee  who  demon- 
strates a commitment  to  the  vision  of  the  department,  consistently 
exceeds  requirements  that  go  beyond  the  scope  of  their  normal  duties, 
saves  money,  and/or  demonstrates  tireless  dedication  to  the  completion 
of  a project  or  assignment.  Nominations  for  this  award  are  made  by  DHR 
Managers  of  the  Department  of  Human  Resources. 


At  the  Director’s  Award  Banquet  held  in 
August  2001,  the  2000-2001  Director’s 
Award  was  presented  to  Ted  Yamasaki.  As 
the  Assistant  Deputy  Director  for  the  Work- 
ers’ Compensation  Division,  Mr.  Yamasaki 
received  the  award  for  his  management  of 
the  project  to  convert  the  City’s  workers’ 
compensation  claims  process  to  a new  third 
party  administrator  on  schedule  and  within 
budget.  In  October  2001 , Mr.  Yamasaki  was 
selected  for  the  position  of  Deputy  Director 
for  the  Administrative  Services  Division. 
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Star  Awards 

Star  Awards  are  immediate  "thank  you’s”  for  extra  effort.  Any 
employee  of  the  Department  of  Human  Resources  can  complete  the 
"I’ve  Seen  a Star”  form  which  begins  the  process.  Forms  are  completed 
for  DHR  employees  who  have  gone  the  extra  mile,  or  have  done  some- 
thing very  special  in  the  course  of  their  daily  work.  Managers,  Supervi- 
sors, and  co-workers  can  choose  anyone  in  any  of  the  divisions  of  the 
Department  of  Human  Resources  to  recognize  and  give  special  thanks. 
The  Star  Program  provides  the  opportunity  to  immediately  recognize 
others  for  their  hard  work,  cooperation,  and/or  dedication  in  getting  the 
job  done.  Star  Awards  are  presented  throughout  the  year,  and  recipi- 
ents receive  a special  gift  from  the  Human  Resources  Director  and  are 
recognized  in  the  Annual  Report  as  follows: 


2001-2002  Star  Awards 
Cheryl  Chin 
JuNKO  Craft 
Winston  DeLara 
Emily  Morrison 
Gregory  Perez 
Ralph  Ray  II 
TrrUS  WHfTEHEAD 

Benson  Young 
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1 Department  of  Human  Resources  Annual  Report  FY  2005- 
06 


1.1  Department  Overview 

The  Department  of  Human  Resources  (DHR)  has  the  following  mission,  vision,  and  values  to 
reflect  the  guiding  direction  and  principles  of  our  work: 

Mission:  The  Department  of  Human  Resources  recruits,  engages,  and  develops  the  City’s 
workforce  to  meet  the  expectations  and  service  needs  of  San  Franciscans. 

N'ision:  We  strive  to  provide  expert  human  resources  services  through  leadership,  facilitation, 
and  innovation. 

\ alues: 

o Accountability:  We  take  pride  in  our  work  and  are  responsive  to  each  other  and  those 
who  depend  on  our  services. 

o Caring:  We  understand  that  our  work  affects  individual  lives  and  the  delivery  of 

important  City  services.  For  this  reason,  we  are  communicative  with  those  who  depend 
on  us. 

o Excellence:  We  strive  for  the  highest  levels  of  individual  and  organizational  achievement. 

We  recognize  exemplary  and  dedicated  performance, 
o Fairness:  We  act  with  honesty,  integrity  and  ethics.  We  are  committed  to  merit-based 
employment  principles  and  equal  employment  opportunity, 
o Respect:  We  recognize  the  value  of  each  individual  and  view  our  diversity  as  a strength, 
o Teamwork:  We  perform  our  work  with  collaboration  and  cooperation.  We  support  each 
other  through  honest  communication  and  a safe  and  learning  environment. 

Orgunizutional  Structure: 

The  City’s  Civil  Service  Commission  (Commission)  is  the  policymaking  and  appeals  body  that 
administers  Civil  Service  Rules.  The  Commission’s  five  members  are  appointed  by  the  Mayor 
for  six  year  terms,  and  are  charged  with  adopting  the  rules,  policies  and  procedures  necessary  to 
carry  out  the  civil  service  provisions  of  the  City’s  Charter.  The  Human  Resources  Director  is 
selected  by  the  Mayor  from  candidates  nominated  by  the  Commission  and  confinued  by  a vote 
of  the  Board  of  Supervisors. 

DHR  is  tasked  with  administering  personnel  policies  and  procedures  as  detennined  by  the 
Commission,  and  is  comprised  of  three  divisions.  The  Employee  Services  Division  negotiates 
labor  agreement  with  employee  organizations,  investigates  complaints  of  workplace 
discrimination,  administers  workers’  compensation  benefits  for  injured  employees,  and 
coordinates  citywide  efforts  to  train  and  develop  employees.  The  Department  Services  Division 
conducts  examinations  that  identify  qualified  applicants  for  City  employment,  and  members  of 
its  Client  Services  team  serve  as  a single  point  of  contact  for  City  departments  seeking  human 
resources  services.  Finally,  the  Administration  Division  supports  DHR’s  internal  finance  and 
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personnel  infrastructure,  as  well  as  the  citywide  Human  Resources  Infonnation  System  (HRIS). 
The  Administration  Division  also  coordinates  internal  and  interdepartmental  projects  designed  to 
improve  the  efficiency  and  effectiveness  of  human  resources  functions. 


Department  of  Human  Resources  Organizational  Chart 


1.2  Summary  of  DHR  FY  2005-06  Accomplishments 

DHR  made  significant  strides  in  improving  efficiency  and  effectiveness  in  FY  2005-06.'  This 

included  implementation  of  or  progress  toward  30  of  46  recommendations  in  the  department’s 

May  2005  Civil  Service  Refonn  report,  as  well  as  numerous  additional  initiatives  undertaken. 

This  section  highlights  the  major  accomplishments  of  each  team. 

Employee  Relations 

o Negotiated  38  labor  agreements  (or  MOUs  - Memoranda  of  Understanding)  on  time  and 
within  budget.  Only  three  negotiations  went  to  arbitration. 

o Implemented  civil  seiwice  refonns  in  these  MOUs,  including  consolidation  of  1 4 separate 
crafts  agreements  into  one  master  agreement;  salary  step  increases  based  on  satisfactory 
performance;  more  forms  of  perfonnance-based  compensation;  lengthening  and 
standardization  of  probationary  periods  across  agreements;  and  creating  a .loint  Labor 
Management  Laborers  Apprenticeship  Program  with  the  Department  of  Public  Works 
and  Public  Utilities  Commission. 

o Achieved  agreements  with  almost  every  union  to  begin  addressing  retiree  medical  costs 
as  required  by  Governmental  Accounting  Standards  Board  (GASB)  Statement  45. 

Equal  Employment  Opportunity 

o Resolved  over  90%  of  discrimination  complaints  within  1 2 months  of  filing,  an  increase 
from  prior  rates  of  62%  in  FY  2003-04  and  77%  in  2004-05. 


' FY  2005-06  refers  to  the  fiscal  year  starting  .luly  1,  2005  and  ending  on  June  30,  2006.  In  tables  presented  in  this 
report,  this  fiscal  year  is  noted  as  FY06. 
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o Developed  and  coordinated  a harassment  prevention  training  program  for  City 
supervisors  as  required  by  state  law  AB  1825. 

o Successfully  completed  a pilot  mediation  program  with  Hastings  College  of  Law  students 
and  professors.  Mediated  six  agreements  and  agreed  to  continue  the  program  beyond  the 
pilot  stage. 

Workers’  Compensation 

o Increased  savings  on  medical  costs  by  implementing  a new  bill  review  service,  saving  an 
average  of  67%  of  medical  claims  costs  in  FY  2005-06,  compared  to  a savings  rate  of 
55%  in  FY  2004-05. 

o Achieved  a claims  closing  ratio  of  1 10.4%,  well  above  the  perfonnance  measure  target  of 
103%. 

o Ended  the  fiscal  year  $4,383,464,  or  9. 14%,  under  budget  through  improvements  in 
claims  handling,  the  improved  medical  bill  review  process  and  changes  in  workers’ 
compensation  laws  which  reduced  the  amount  of  claims  to  be  paid. 

Workforce  Development  and  Training 

o Expanded  staff  from  two  to  ten  and  delivered  over  8,600  classroom  hours  to  1,600 
employees  who  attended  1 13  classes.  Served  over  20  departments  through  special 
projects  such  as  workshops,  retreat  facilitation,  and  strategic  interventions  that  reached 
over  1,000  employees.  Created  and  disseminated  a monthly  Workforce  Development 
newsletter  to  promote  learning  and  training  opportunities. 

o Made  substantial  progress  in  implementing  the  Mayor’s  directive  that  all  employees  have 
current  performance  evaluations,  including  extensive  training  of  supervisors  and 
managers  in  conducting  performance  planning  and  appraisals. 

o Established  the  Training  and  Organization  Development  Network  group  among  City 
departments;  launched  the  multi-year  City  University  program  to  expand  training  to  more 
employees;  and  began  succession  planning. 

o Developed  a series  of  training  modules  and  a competency  matrix  for  supervisors  and 
managers  called  24-PLUS  for  Supeiwisors  & Managers;  created  the  Supervisors  and 
Managers  Roundtable;  and  implemented  a pilot  360  Assessment  program  at  DHR. 

Recruitment  and  Assessment  Services 

o Drafted  and  passed  a new  Civil  Service  Rule,  Rule  1 1 1 A,  for  Position-Based  Testing, 
which  will  shorten  examination  times  and  reduce  inefficient  provisional  hiring  by 
departments.  Created  and  delivered  training  to  departmental  personnel  staff  on  position- 
based  testing  and  provided  trainees  with  a reference  manual  on  this  testing  process. 

o Completed  the  five-year  Management  Classification  and  Compensation  Program  (MCCP) 
project.  Over  950  positions  were  audited  and  93  management  job  codes  were 
consolidated  into  new  broadbanded  job  codes  which  were  or  will  be  abolished.  Currently, 
366  positions  are  filled  in  the  new  job  codes,  and  278  additional  filled  positions  will 
move  into  the  new  job  codes  shortly.  Ninety  eligible  lists  were  created  to  clear  old 
provisional  appointments. 

o Completed  the  transfer  of  the  Police  Examination  Team  to  DHR  and  made  significant 
progress  toward  streamlining  and  speeding  exam  processes  that  have  historically  been 
well  conducted  but  contentious  and  time-consuming. 
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Client  Services 

o Re-engineered  and  automated  the  appointment  process;  designed  and  implemented  new 
conviction  history  and  fingerprinting  procedures;  and  expanded  One-Stop  Appointment 
processing,  which  brings  the  new  employee  processing  services  - fingerprinting,  health 
benefits  and  retirement  processing  - together  in  one  central  location. 

o Partnered  with  the  Information  Services  team  to  design  and  implement  online 

terminations  to  reduce  paperwork,  en'ors,  and  costs  involved  in  processing  employee 
terminations. 

o Transitioned  the  City’s  classification  program  into  Client  Services,  including 

implementation  of  the  ongoing  MCCP  classification  program  and  preliminary  approvals 
for  departments’  budget  submissions.  This  is  a significant  step  toward  completing 
implementation  of  the  Client  Services  model,  which  provides  departments  with  a single 
point  of  contact  for  all  departments  to  address  a broad  range  of  services. 

o Developed  and  implemented  the  City’s  (Disaster  Service  Worker)  DSW  Identification 
Card  Project. 

Finance  and  Information  Systems 

o Strengthened  information  systems  infrastructure  by  installing  Pentium  4 computers  and 
LCD  screens  for  nearly  all  staff,  LAN  Desk  to  better  manage  infonnation  systems,  and 
new  servers  that  doubled  available  drive  space. 

o Improved  the  accuracy  of  reporting  for  health  and  dental  infomiation,  which  will  reduce 
costs  and  increase  efficiency  of  benefits  transactions;  implemented  programming  changes 
to  speed  requisition  processing;  completed  a project  to  process  terminations  online;  and 
assisted  with  the  production  of  DSW  cards  for  active  employees. 

o Successfully  advocated  for  a $10  million  budget  for  the  multi-year  upgrade  to  the  City’s 
Human  Resources  Information  System,  processed  2,200  tuition  reimbursement  payment 
requests  from  employees,  and  completed  a request  for  proposals  and  vendor  selection  for 
web-based  online  employment  application  and  refeiTal  software. 

1.3  Civil  Service  Reform  Update 

In  May  2005  DHR  published  its  Civil  Service  Reform  report  (Report),  a comprehensive  review 
of  the  City’s  human  resources  systems,  which  provided  46  recommendations  across  four  key 
areas:  hiring,  employee  investment  and  performance  management,  separations,  and  system 
governance.  At  the  time  of  this  report,  30  recommendations  have  either  been  implemented  or  are 
in  progress.  Many  of  the  accomplishments  listed  above  by  teams  are  reorganized  thematically 
below. 

Hiring:  To  hire  the  most  qualified  candidates  in  a timely  manner. 

o Our  Report  highlighted  the  large  number  of  employees  in  job  classes  with  four  or  fewer 
employees,  which  create  testing  and  other  inefficiencies.  More  than  1 00  classes  have 
been  slated  for  abolishment  or  consolidation  as  a result  of  the  completion  of  the  MCCP 
project. 

o The  classification  plan  as  a whole  was  found  to  be  outdated  and  not  adequately  meeting 
operational  needs.  MCCP  and  position-based  testing  will  allow  greater  flexibility  to 
create  position-specific  minimum  qualifications  for  a position  to  meet  departments' 
unique  needs.  We  have  just  begun  a project  to  review  the  classification  plan  as  a whole. 


recommend  high  priority  areas  for  change,  and  create  a database  of  classification 
information  to  speed  and  improve  current  and  future  classification  work. 

o Hiring  someone  often  took  anywhere  from  six  months  to  a year.  Implementation  of 
position-based  testing  will  reduce  hiring  times  for  many  positions  to  under  90  days. 

o The  City  has  traditionally  limited  centralized  recruiting  efforts  to  posting  job 

announcements.  This  passive  approach,  and  a paper-based  application  method,  did  not 
help  the  City  attract  top  talent.  DHR  now  has  a citywide  recruitment  coordinator  to 
expand  and  professionalize  recruitment  efforts.  Also,  an  integrated,  web-based 
application  and  referral  system  is  planned  to  be  operational  by  January  2007. 

Employee  Investment/Performance  Management;  To  motivate  and  inspire  high  levels  of 
employee  performance  through  career  development,  performance  assessment,  effective 
management,  accountability,  and  tlexible  compensation. 

o Probationary  periods,  the  final  stage  in  the  selection  process  and  best  predictor  of  success 
on  the  Job,  were  so  inconsistent  that  they  were  difficult  to  administer.  Standard 
probationary  period  length  language  was  negotiated  into  the  MOUs  to  facilitate  this 
administration. 

o A concern  repeatedly  voiced  by  employees  during  our  stakeholder  outreach  process  was 
that  many  had  not  had  a performance  review  in  years.  On  August  15,  2005,  the  Mayor 
directed  departments  to  conduct  perfonnance  evaluations  for  all  employees.  During  the 
first  half  of  the  fiscal  year,  departments  reported  that  74%  of  scheduled  appraisals  were 
done  and  estimated  that  by  fiscal  year  end  89%  would  be  complete.  DHR  provided 
performance  planning  and  appraisal  training  to  over  400  staff  to  facilitate  this  progress. 
The  target  for  FY  2006-07  is  1 00%.  A tracking  system  for  appraisals  is  planned  for 
implementation  by  December  2006. 

o All  stakeholders  emphasized  the  need  for  employee  training,  both  to  improve  cun'ent 
performance  and  to  promote  career  development.  DHR  designed  and  implemented  24- 
PLUS  training  for  all  new  managers  and  supervisors,  significantly  increased  tuition 
reimbursement  funds  through  MOUs,  and  expanded  the  hours  of  training  offered  and 
delivered  at  DHR  and  through  City  University,  a partnership  with  City  College  of  San 
Francisco,  San  Francisco  State  University,  the  business  and  philanthropic  communities, 
and  labor  organizations.  In  FY  2006-07,  we  will  offer  approximately  50,000  hours  of 
training  to  City  employees,  a 300%  increase  over  the  prior  fiscal  year. 

o We  were  not  doing  enough  to  recognize  and  reward  performance.  To  address  this, 
provisions  were  negotiated  into  the  MOUs  that  link  satisfactory  performance  to  step 
increases,  and  performance  bonuses  were  negotiated  into  the  professional  and  managerial 
labor  contracts. 

Separations:  l o minimize  the  disruption  to  employees  and  departments  caused  by 
separations. 

o We  found  that  termination  appeals  could  take  up  to  two  years  to  resolve.  Now,  new  MOU 
provisions  providing  for  standing  arbitrators  permit  arbitration  of  appeals  to  occur  within 
90  days. 

o We  found  Citywide  bumping  rules  rewarded  seniority  but  often  risked  putting  employees 
in  Jobs  they  are  not  qualified  to  do.  In  May  2006  the  Commission  asked  DHR  to  draft 
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Civil  Service  Rule  changes  that  restrict  interdepartmental  bumping  for  professionals  and 
managers. 

o Approximately  43%  of  the  City’s  workforce  is  over  50  years  of  age,  and  large  numbers  of 
the  City’s  most  experienced  staff  are  becoming  eligible  to  retire.  DHR  is  reviewing 
workforce  data  and  trends  and  meeting  with  departments  to  identify  high  risk  areas  and 
development  programs  to  be  prepared  for  possible  loss  of  staff,  including  knowledge 
management  strategies. 

Governance:  To  make  personnel  administration  more  functional  by  simplifying  and 
harmonizing  overlapping  rules,  regulations,  and  responsibilities  into  a more  cohesive 
system. 

o It  was  cumbersome  and  time  consuming  for  departments  to  receive  hiring  approval.  In 
response,  DHR  modified  requisition  approval  processes  to  reduce  the  number  of 
approvals  needed  by  over  a third  and  approve  requisitions  45%  faster. 

o The  mles  and  procedures  governing  personnel  actions  were  described  as  voluminous, 
confusing,  overlapping  and  contradictory.  In  FY  2006-07,  DHR’s  Client  Services  team  is 
revising  the  Human  Resources  Policy  and  Procedures  Manual  (Manual);  the  Employee 
Relations  team  will  recommend  revisions  to  the  Employee  Relations  Ordinance,  which 
governs  personnel  management  and  employer-employee  relations;  and  the  Commission 
will  convene  a Rule  Revision  task  force  with  the  goal  of  simplifying  rules. 

o Too  many  labor  contracts  made  contract  administration  laborious.  In  the  spring  of  2006, 

14  crafts  unions  agreed  to  one  consolidated  master  MOU. 

1 .4  Summary  of  Goals  for  FY  2006-07 

In  continuing  implementation  of  recommendations  from  the  Civil  Service  Refoma  report  to 
improve  human  service  systems,  teams  within  DHR  will  continue  their  work  on  the  following 
major  goals. 

Employee  Relations 

o Implement  all  MOU  provisions,  including  a program  to  expand  health  benefits  to  as- 
needed  employees,  GASB  retiree  benefits  committee,  apprenticeship  program 
improvements,  and  expedited  dispute  resolution. 

o Provide  training  to  departments  in  MOU  compliance. 

o Negotiate  successor  MOUs  for  police  officers,  firefighters,  and  nurses  that  meet  City 
interests  with  respect  to  budget,  efficiency,  recruitment,  and  retention. 

Equal  Employment  Opportunity 

o Coordinate  the  Disability  Employment  Advisory  Panel  to  develop  recommendations  on 
increasing  employment  of  individuals  with  disabilities. 

o Continue  and  expand  the  Pilot  Mediation  Program  to  mediate  complaints  of  employment 
discrimination. 

o Continue  to  reduce  time  to  complete  resolution  of  complaints. 
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Workers’  Compensation 

o Implement  the  Temporary  Transitional  Work  Program  to  expand  transitional  work 
opportunities  to  injured  employees  across  departments, 
o The  Mayor’s  Shape  Up  San  Francisco  Program  is  a worksite-based  injury  and  illness 
prevention  and  health  promotion  program.  DHR  will  assist  departments  in  adopting  the 
Program’s  Shape  Up  at  Work  Strategies, 
o Design,  gain  approval  for,  and  implement  a Medical  Provider  Network. 

Workforce  Development  and  Training 

o Begin  succession  planning  by  publishing  the  first  annual  Workforce  Analysis  of 

employee  demographics;  piloting  projects  at  DHR  and  the  Public  Utilities  Commission  to 
develop  succession  planning  solutions  that  may  be  applicable  to  other  departments;  and 
creating  knowledge  transfer  proposals. 

o Continue  building  the  City  University  Program  with  an  ongoing  planning  group  and 
advisory  body;  developing  curricula  with  stakeholder  partners  including  City  College  of 
San  Francisco  and  San  Francisco  State  University;  expanding  potential  funding  sources; 
and  developing  a marketing  campaign  to  employees, 
o Continue  to  build  and  expand  training  and  consulting  activities  through  professional 
development  of  training  staff,  improved  marketing  for  training  opportunities, 
implementation  of  online  training,  enhanced  facilities,  and  dissemination  of  infonnation 
on  available  resources. 

Recruitment  and  Assessment  Services 

o Full  implementation  of  citywide  position-based  testing  and  restructuring  of  the  citywide 
exam  plan;  continue  position-based  testing  training  for  City  department  staff  to  allow  the 
Recruitment  and  Assessment  Services  team  to  focus  on  producing  critical  citywide 
eligible  lists  and  decrease  departmental  dependence  on  provisional  hiring, 
o Develop  more  collaborative  exam  efforts  and  increase  efficiency  of  production  of  eligible 
lists  by  using  the  recently-published  3-year  citywide  exam  plan, 
o Coordinate  recruitment  efforts  among  departments  and  pool  resources  to  create  a 
responsive  and  effective  recruitment  program. 


Client  Services 

o Redesign  the  Human  Resources  Policies  and  Procedures  Manual,  including  creation  of  an 
interactive  user  database  for  housing  the  Manual;  enhancing  the  HR  Fundamentals 
Program  to  train  to  the  new  Manual;  and  expanding  the  Manual  to  include  all  human 
resources  functions. 

o Implement  a new  web-based,  integrated  online  application  and  referral  system, 
o Complete  the  DHR  Classification  Project,  a comprehensive  review  of  the  City’s 
classification  plan,  recommendations  for  improvement,  and  a database  to  speed  and 
improve  the  consistency  of  classification  decisions, 
o Complete  several  projects  included  in  the  City’s  Disaster  Service  Worker  (DSW) 

program,  including:  (1)  Citywide  DSW  Identification  Cards;  (2)  Citywide  DSW  Training; 
(3)  Citywide  Employee  Communication;  (4)  Citywide  DSW  Skills  Bank  and  Deployment; 
(5)  DSW  Volunteer;  and  (6)  Human  Resources  Policies  During  Disasters  in  conjunction 
with  the  Department  of  Public  Health  Pandemic  Flu  Project. 
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Finance  and  Information  Services 

o Begin  the  process  of  acquiring  and  implementing  an  HR  Integrated  System, 
o Reorganize  the  department’s  budget  structure  to  reflect  current  operations, 
o Support  department  and  citywide  disaster  preparedness  projects  through  computer 
systems  and  website. 
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2 Workforce  Analysis 


2.1  Purpose 

The  purpose  of  this  analysis  is  to  provide  a picture  of  the  City’s  workforce  characteristics  and 
trends  over  the  past  five  years.  In  May  2005  the  Department  of  Human  Resources  (DHR) 
published  its  Civil  Service  Refonn  report  to  review  the  state  of  human  resources  systems  and 
offer  recommendations  for  improvement.  This  analysis  provides  both  an  update  to  data  presented 
at  that  time  as  well  as  additional  data  to  inform  project  implementation  in  a number  of  areas, 
particularly  succession  planning.  Finally,  it  serves  as  a companion  document  to  our  2006  Equal 
Employment  Opportunity  Workforce  Utilization  Analysis,  which  provides  detailed  information 
on  the  gender  and  racial/ethnic  composition  of  the  workforce  using  the  same  dataset  as  in 
Section  2.3  Workforce  Characteristics. 

2.2  Summary  of  Findings 

2.2.1  Current  Employees  and  Five  Year  Trends 

■Appointment  Type 

o Permanent  civil  service  (PCS)  employees  are  the  largest  group  of  the  City’s  workforce 
(87.2%),  followed  by  permanent  exempt  (6%)  provisional  (4.8%),  and  temporary  exempt 
( 1 .9%)  employees  with  part  or  full  time  schedules.  Between  FY  2001-02"  and  FY2005-06, 
the  percentage  of  the  workforce  with  PCS  status  decreased  by  0.1%  and  provisionals 
increased  by  0.9%. 

Major  Ser\icc  .Areas  and  Department 

o In  order  to  summarize  information  about  departments,  the  City’s  budget  and  other 

documents  describe  data  by  groupings  of  departments  called  major  service  areas  (MSAs). 
The  highest  percentage  of  employees  (35%)  are  in  the  10  departments  that  comprise 
MSA  B Public  Works,  Transportation.  & Commerce,  followed  by  22%  of  employees  in 
one  of  the  eight  departments  in  MSA  A Public  Protection  (22%). 

o Between  FY  2001-02  and  FY  2005-06,  the  proportion  of  employees  working  in  MSA  B 
Public  Works,  Transportation,  & Commerce,  and  MSA  E Culture  & Recreation, 
decreased  0.3%  and  0.8%,  respectively.  MSA  C Human  Welfare  & Neighborhood 
Development  had  the  largest  change  in  proportion  of  total  workforce  (0.6%)  over  the 
same  period. 

Age  and  Length  of  Service 

o The  average  employee  is  47  years  old  with  a length  of  service  of  13  years.  This  has 
increased  since  FY  2001-02,  when  the  average  employee  was  46  years  old  with  12  years 
of  service. 


■ FY  2001-02  refers  to  the  fiscal  year  starting  July  1,  2001  and  ending  June  30,  2002.  Throughout  the  report,  fiscal 
year  references  in  the  text  follow  this  style.  Fiscal  year  references  in  tables  are  in  a shortened  version,  so  FY  2001- 
02  is  written  FY02. 
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Job  Codes 

o The  three  job  codes  with  the  largest  number  of  employees  are: 

• 9163  Transit  Operator  (7.6%  of  employees) 

• Q2-4  Police  Officer  (5.6%  of  employees) 

• 2320  Registered  Nurse  (4.0%  of  employees) 

o The  City’s  workforce  is  allocated  into  a total  of  1,107  job  codes;  479  of  these  job  codes 
have  three  or  fewer  incumbents. 

Union  Representation 

o San  Francisco  has  a high  proportion  of  employees  represented  by  labor  unions — over 
99%,  represented  by  over  40  distinct  unions.  On  average,  27%  of  employees  in 
jurisdictions  represented  in  a 2002  report  of  performance  measure  data  by  the 
International  County  Managers  Association  were  represented  by  labor  unions.  In 
Philadelphia,  another  city  and  county  jurisdiction,  72%  of  employees  were  represented  in 
one  of  four  unions. 

Residence 

o The  largest  percentage  of  employees  reside  in  San  Francisco  County  (42.5%)  followed  by 
San  Mateo  (22.3%)  and  Contra  Costa  (1 1.1%)  counties.  Almost  three  percent  (2.7%)  of 
the  City  workforce  resides  outside  of  the  Bay  Area. 

Retirement  Milestones 

o Retirement  “milestones”  refer  to  combinations  of  age  and  years  of  service  that  represent 
minimum  retirement  eligibility  requirements.  Employees  who  are  at  least  50  years  of  age 
and  have  five  or  more  years  of  service  are  eligible  for  a vesting  retirement  (i.e.  health 
benefits  and  a small  monthly  allowance).  Those  who  are  50  years  of  age  with  20  years  of 
service  or  60  years  of  age  with  10  years  of  service  are  eligible  for  full  retirement  benefits. 
Citywide,  38%  of  employees  are  at  the  50-5  milestone,  and  at  least  18%  are  at  the  50-20 
or  60-10  milestone. 

o In  the  Police  Department,  almost  one  quarter  (24%)  of  cuiTent  employees  are  at  least  50 
years  old  and  have  20  years  of  service.  In  the  Recreation  & Park  and  Juvenile  Probation 
departments,  over  25%  of  employees  have  reached  this  milestone. 

o TWU  Local  200  SEAM  has  a higher  proportion  of  employees  at  the  50-5  and  50-20 
milestones  than  any  other  union — 71%  and  51%,  respectively — followed  by  Supervising 
Probation  Officers  (64%  and  50%)  and  Supervising  Nurses  (66%  and  39%). 

New  Hires 

o Between  FY  2001-02  and  FY  2005-06,  the  Department  of  Public  Health  consistently  had 
the  largest  number  of  new  hires.  Other  departments  with  large  numbers  of  new  hires 
during  the  period  include  MTA  - Metropolitan  Transit  Agency,  Human  Services  Agency, 
Police  Department,  and  Public  Utilities  Commission. 
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o Hiring  was  highest  in  all  years  of  the  FY  2001-02  to  FY  2005-06  period  among  the  24-34 
age  group,  followed  by  the  34-44  and  45-54  age  groups. 

o On  average,  compared  to  all  current  employees,  employees  hired  within  the  past  five 
years  are  more  likely  to  be  residents  of  San  Francisco  or  Alameda  counties,  and  less 
likely  to  be  residents  of  San  Mateo  or  Contra  Costa  counties. 

Separations 

o On  average  over  the  past  five  years,  80%  of  separations  were  voluntary  on  the  part  of 
employees,  and  20%  were  involuntary.  The  main  reasons  for  voluntary  separations  were 
retirements  and  resignations,  while  involuntary  separations  were  due  to  layoffs  and 
terminations. 

o The  total  number  of  separations  decreased  in  FY  2002-03,  due  to  a large  (20%)  drop  in 
resignations,  perhaps  due  to  the  tighter  labor  market  conditions  at  that  time.  Total 
separations  increased  slightly  in  FY  2003-04  due  to  layoffs,  spiked  in  FY  2004-05  due  to 
layoffs  and  a particularly  large  number  of  retirements,  and  returned  to  FY  2003-04  levels 
in  FY  2005-06. 

l urnover  Rates 

o During  the  previous  five  fiscal  years,  the  overall  turnover  rate  peaked  at  8.5%  in  FY 
2004-05  due  to  layoff-related  separations  (i.e.  layoffs  and  early  retirements  to  mitigate 
the  effects  of  layoffs)  and  higher  numbers  of  regular  retirements  and  resignations.  The 
overall  turnover  rate  was  lowest  in  FY  2002-03  at  5.9%  and  averaged  6.8%  during  the 
period.  Turnover  was  highest  in  departments  providing  General  Administration  & 

Finance  services  (average  of  8.6%)  and  lowest  in  those  providing  Public  Works, 
Transportation,  and  Commerce  services  (average  of  5.9%). 


Paid  Leave 

o The  Citywide  average  of  total  paid  leave  usage  increased  between  FY  2001-02  and  FY 
2005-06,  from  16.2%  of  hours  to  16.7%  of  hours.  Vacation  constituted  the  largest  portion 
of  paid  leave  for  all  years  and  all  MSAs  at  approximately  5.5%  of  total  hours. 

Unpaid  I.eave 

o Unpaid  leaves  shorter  than  three  pay  periods  are  reported  from  the  payroll  system.  In  FY 
2005-06,  unpaid  leave  accounted  for  2%-5%  of  hours.  Health-related  issues  are  the 
underlying  reason  for  over  two-thirds  of  unpaid  leave:  unpaid  sick  leave,  workers’ 
compensation  leave,  and  state  disability  were  the  largest  sources  of  unpaid  leave  hours. 

o Unpaid  leaves  of  absences  longer  than  three  pay  periods  are  reported  from  the  HR 

Information  System.  While  the  overall  number  of  unpaid  leaves  did  not  change  between 
FY  2004-05  and  FY  2005-06,  the  proportion  of  leaves  for  sick  leave  without  pay  and 
workers’  compensation  leave  increased  substantially,  from  38%  to  42%  for  sick  leave 
without  pay  and  from  25%  to  33%  for  workers’  compensation  leave.  The  average 
duration  of  unpaid  leave  increased  from  12  to  14  months. 
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Overtime  and  Compensatory  Time 

o When  employees  work  more  than  their  scheduled  hours,  they  can  be  paid  in  dollars  or  in 
hours  of  paid  leave.  Comp  time  earned  reflects  overtime  paid  in  time  off.  Not  all 
employees  are  eligible  to  earn  comp  time.  Comp  time  earned  was  consistently  highest  in 
MSA  A Public  Protection.  Between  FY  2001-02  and  FY  2005-06,  the  percentage  of 
comp  time  earned  decreased  in  all  MSAs. 

o Overtime  hours  decreased  from  FY  2001-02  through  FY  2003-04,  and  then  increased  in 
the  final  two  years  of  the  period.  Total  hours  were  6.5%  lower  in  FY  2005-06  (2.28 
million)  than  in  FY  2001-02  (2.45  million). 

o Citywide,  MSA  A Public  Protection  and  MSA  B Public,  Works,  and  Commerce  had  the 
largest  amount  of  overtime  hours  during  the  period.  The  top  three  departments  with 
overtime  hours  over  the  past  five  years  have  been  the  MTA  and  Police  and  Public  Health 
departments.  Overtime  hours  for  all  three  were  lower  in  FY  2005-06  than  in  FY  2001-02. 

Promotive  Leaves 

o On  a discretionary  basis,  departments  may  grant  their  employees  promotive  leaves  from 
their  pemianent  positions  to  accept  an  exempt  or  provisional  position  with  higher  pay  and 
responsibility.  Departments  can  backfill  the  vacancy,  but  the  promotive  employee  retains 
rights  to  the  position. 

o In  April  2005,  716  employees  were  on  promotive  leave  the  average  length  of  a promotive 
leave  at  the  time  was  3.6  years.  In  June  2006,  the  number  of  employees  on  promotive 
leave  had  increased  by  27%  to  907  employees.  In  contrast,  the  average  length  of  time  on 
promotive  leave  dropped  by  19.4%  to  2.9  years. 

2.2.2  Applicants  and  Applications 

o Applicant  characteristics  in  any  given  year  depend  on  the  exams  being  conducted.  In  FY 
2004-05,  14,532  applicants  submitted  24,460  applications  for  City  positions.  Of  the 
applicants,  48%  resided  in  San  Francisco.  Over  92  % of  all  applicants  lived  in  one  of  the 
nine  Bay  Area  counties. 

o Nearly  half  (45%)  of  all  permanent  civil  service  job  examinations  conducted  in  FY  2004- 
05  had  five  or  fewer  applicants.  Just  over  a quarter  (28%)  had  between  six  and  50 
applicants  and  27%  had  fifty  or  more. 

o Application  volume  in  any  given  year  depends  on  the  exams  being  conducted,  but  entry 
level  positions  generally  draw  the  largest  applicant  pools.  Of  the  ten  classes  drawing  the 
most  applications  in  FY  2004-05,  four  were  transit  classes,  two  were  clerical,  and  one 
each  was  for  entry  level  eligibility  workers,  engineers,  emergency  dispatchers,  and 
librarians. 

2.2.3  Recommendations  and  Next  Steps 
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o While  City  systems  provide  data  on  the  number  of  employees  who  are  hired  and 
separated  and  the  reason  codes  for  each  such  transaction,  DHR  recormnends 
supplementing  this  with  more  qualitative  data  and  analysis  from  entrance  and  exit 
interviews  to  assist  in  recruitment,  workforce  development,  and  succession  planning 
purposes. 

o A new  integrated,  web-based  job  application  and  referral  system  is  scheduled  to  come 
online  by  January  2007,  making  new  types  of  data  available,  and  likely  improving  data 
quality  in  this  area.  We  recommend  more  detailed  analysis  of  both  applicants  and  what 
happens  to  their  applications.  We  also  recommend  analysis  of  data  on  applicants’ 
educational  backgrounds  to  assist  workforce  development  and  succession  planning 
efforts. 

o Detailed  data  on  promotional  leaves  and  retirement  eligibility  data  by  department  and  Job 
class  will  be  presented  in  the  upcoming  Workforce  and  Succession  Planning  report, 
which  will  report  separately  on  police  officers  and  firefighters,  who  are  historically  most 
likely  to  retire  when  they  are  eligible  for  the  maximum  retirement  allowance. 

2.3  Workforce  Characteristics 

This  section  provides  general  descriptive  statistics  of  the  City’s  workforce  as  of  May  17,  2006. 
Data  are  for  employees  of  all  City  departments,  including  the  MTA,  but  excluding  the  San 
Francisco  Unified  School  District  and  Community  College  District,  the  Trial  Courts,  as  well  as 
Board  members,  commissioners,  elected  officials,  and  temporary  exempt  employees  with  as- 
needed  schedules.  Technically,  the  data  in  this  section  describe  “appointments”  rather  than 
individuals;  one  individual  can  hold  multiple  appointments,  such  as  a full  time  nurse  who 
sometimes  works  extra  shifts.  By  excluding  as-needed  appointments,  the  appointments  in  this 
section  generally  translate  to  employees.  For  informational  purposes.  Section  2.3.2  includes  a 
table  showing  the  twenty  most  populated  Job  classes  used  in  temporary  exempt,  as-needed 
appointments. 

2.3.1  Total  Employees  by  Appointment  Status 

o Pennanent  civil  service  (PCS)  employees  (87.2%)  are  the  largest  group  of  City’s 
workforce,  followed  by  permanent  exempt  (PEX,  6%)^  provisional  (TPV,  4.8%)"*,  and 
temporary  exempt  (TEX,  1.9%)^  employees. 


DHR  reports  the  pereentage  of  employees  exempt  under  Charter  seetions  10.104-1  through  10.101-12  to  the  Civil 
Serviee  Commission.  The  pereent  of  exempt  employees  in  these  reports  will  differ  from  the  figure  above  beeause 
they  1 ) eapture  data  from  a different  date;  2)  inelude  employees  exempt  under  Charter  sections  1-12  only,  whereas 
this  report  includes  all  exempt  categories;  and  3)  include  only  full  time  employees,  whereas  this  report  includes  part 
time  employees.  The  percentage  of  exempt,  full  time  employees  in  this  dataset  (i.e.  as  of  May  17,  2006)  calculated 
with  the  Commission  report  methodology  is  1 .27%. 

■'  DHR  reports  the  number  of  provisional  (TPV)  employees  to  the  Civil  Service  Commission  semiannually.  On 
September  5,  2006,  DHR  reported  that  there  were  1,340  provisional  employees  as  of  June  30,  2006. 

Temporary  exempt  (TEX)  employees  with  a part  time  or  full  time  schedule  are  included  here  because  their  work 
schedule  implies  that  they  are  incurring  hours.  Temporary  exempt  employees  with  an  as-needed  schedule  are 
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Citywide  Employees  by  Appointment  Type 


PCS  - Permanent  Civil  Service 
PEX  - Permanent  Exempt 
TPV  - Temporary  Provisional 
TEX  - Temporary  Exempt 
Other 


24,096  87.2% 

1 ,645  6.0% 

1,337  4.8% 

515  1.9% 


27  0.1% 


Total  Employees 


27,622  100% 


Source:  HR  Information  System 


o Pennanent  (PCS)  employees  are  appointed  through  a civil  service  examination  and 
eligible  list  refeiTal  process.  Pennanent  Exempt  (PEX)  appointments  are  at  will. 
Provisional  (TPV)  appointments  are  made  by  departments  when  there  is  no  eligible  list 
from  which  to  hire,  and  are  limited  to  three  years  in  duration.  Temporary  exempt  (TEX) 
appointments  are  also  exempt  from  civil  service  examinations  and  the  duration  of  each 
one  is  limited  to  1 ,040  hours  per  fiscal  year. 

o Jurisdictions  define  appointments  and  schedules  in  a variety  of  ways,  complicating 
comparisons.  A rough  comparison  with  federal  civilian  workforce  data  shows  the  City 
has  a slightly  lower  percent  of  permanent  employees  (93.2%)  than  the  federal 
government  (95.0%,  January  2005  figures),  and  a higher  proportion  of  temporary 
employees  (6.7%  compared  to  4.8%).^ 


2.3.2  Temporary  Exempt  Employees 

o In  addition  to  the  permanent,  provisional,  and  exempt  employees  discussed  above,  the 
City  employs  temporary  workers  to  perfomi  work  on  a seasonal  and  as-needed  basis. 
Temporary  Exempt  (TEX)  appointments  with  an  “As  Needed”  (AN)  schedule,  are 
eligible  to,  but  may  not  actually  work  hours  under  these  appointments. 


excluded  because  they  may  or  may  not  work  hours,  as  discussed  in  Section  2.3.2.  “Other”  includes  Temporary  Civil 
Service  (TCS),  Non  Civil  Service  (NCS),  Rehired  (REH),  and  Temporary  Limited  Term  (TLT). 

^ In  the  federal  system,  permanent  appointments  include  employees  who  are  (1)  in  the  competitive  service  who  hold 
career  appointments  and  who  either  have  completed  probation  or  are  not  required  to  serve  probation:  (2)  in  the 
competitive  service  who  hold  career-conditional  appointments,  or  who  hold  career  appointments  and  are  serving 
probation;  (3)  in  the  excepted  service  whose  appointments  carry  no  restrictions  such  as  conditional,  indetlnite, 
specific  time  limitations,  or  trial  periods;  (4)  in  the  excepted  service  who  are  serving  trial  periods  or  whose  tenure  is 
equivalent  to  career-conditional  tenure  in  the  competitive  service;  and  (5)  in  the  Senior  Executive  Service  (SES) 
who  are  not  serving  under  “limited  term  and  limited  emergency”  appointments.  Temporary  and  indefinite 
appointments  include  all  other  employees  who  do  not  fall  within  any  of  these  categories  of  permanent  appointments. 


o Twenty  job  codes^  represent  74%  of  all  TEX  appointments  with  as-needed  schedules;  the 
remaining  26%  of  appointments  are  scattered  among  211  other  job  classes.  The  three 
largest  groups  are  PI 03  Special  Nurses,  who  are  generally  full  time  employees  who  may 
choose  to  work  additional  shifts  under  this  job  code;  medical  student  residents  assigned 
to  San  Francisco  General  Hospital  to  complete  their  training;  and  testing  technicians  used 
by  the  Department  of  Human  Resources  to  administer  employment  examinations. 


Top  20  Job  Classes  Held  by  Temporary  Exempt  Employees 


P103 

Special  Nurse 

1,379 

29% 

2277 

PostM.D.  Ill 

223 

5% 

2275 

PostM.D.  II 

217 

5% 

2273 

Post  M.D.  1 

182 

4% 

1227 

Testing  Technician 

147 

3% 

2230 

Physician  Specialist 

147 

3% 

2708 

Custodian 

134 

3% 

2279 

Post  M.D.  IV 

133 

3% 

3602 

Library  Page 

121 

3% 

9910 

Public  Service  Trainee 

105 

2% 

2328 

Nurse  Practitioner 

101 

2% 

3280 

Assistant  Recreation  Director 

99 

2% 

2302 

Nursing  Assistant 

97 

2% 

1229 

Special  Examiner 

71 

1% 

1402 

Junior  Clerk 

64 

1% 

1404 

Clerk 

64 

1% 

3210 

Swimming  Instructor/Pool  Lifeguard 

60 

1% 

2736 

Porter 

55 

1% 

8320 

Counselor,  Juvenile  Hall 

55 

1% 

8226 

Museum  Guard 

54 

1% 

21 1 Other  Job  Codes 

1,262 

26% 

Total  TEX  As-Needed 

4,770 

100% 

Source:  HR  Information  System 

o Individuals  who  hold  these  appointments  may  or  may  not  actually  work  hours  in  them. 
For  example,  many  human  resources  employees  in  the  City  have  a concun'ent 
appointment  as  exam  proctors  (classes  1227  and  1229)  and  can  administer  employment 
exams  outside  of  their  regular  work  schedules.  Few  employees  actually  work  hours  in 
these  appointments,  whereas  full-time  nurses  at  the  Department  of  Public  Health,  who 
hold  concurrent  appointments  as  PI 03  Special  Nurse,  very  often  do  work  hours  under 
these  appointments. 

2.3.3  Employees  by  Department  and  Major  Service  Area 

o This  report  includes  data  for  48  City  departments,  ranging  in  size  from  fewer  than  10  to 
over  5,000  employees.  In  order  to  summarize  information  about  departments,  the  City’s 


’ The  terms  job  eode,  job  elass,  and  elassifieation  are  used  interehangeably  and  refer  to  the  four-digit  number  and 
title  for  eaeh  City  position,  e.g.  8226  Museum  Guard. 
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budget  and  other  documents  describe  data  by  groupings  of  departments  called  major 
service  areas  (MSAs),  which  are  categories  of  services. 

o The  highest  percentage  of  employees  (35%)  provides  Public  Works,  Transportation,  & 
Commerce  services  across  10  departments,  followed  by  Public  Protection  (22%)  services 
through  eight  departments,  and  Community  Health  (21%)  services  provided  through  the 
Department  of  Public  Health.  MSA  E Culture  & Recreation  has  the  fewest  number  of 
employees  (1,833)  across  seven  departments. 
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A:  PUBLIC  PROTECTION 

ADULT  PROBATION 

101 

DISTRICT  ATTORNEY 

251 

EMERGENCY  COMMUNICATIONS  DEPARTMENT 

229 

FIRE  DEPARTMENT 

1,701 

JUVENILE  PROBATION 

240 

POLICE 

2,531 

PUBLIC  DEFENDER 

150 

SHERIFF 

938 

Subtotal 

6,141 

22% 

B:  PUBLIC  WORKS, 
TRANSPORTATION  & COMMERCE 

AIRPORT 

1,292 

BOARD  OF  APPEALS 

5 

DEPARTMENT  OF  BUILDING  INSPECTION 

273 

ECONOMIC  & WORKFORCE  DEVELOPMENT 

14 

GENERAL  SERVICES  AGENCY  - PUBLIC  WORKS 

1,175 

MTA  - MUNICIPAL  RAILWAY 

4,711 

PORT 

216 

PUBLIC  UTILITIES 

1,908 

TAXI  COMMISSION 

5 

Subtotal 

9,599 

35% 

C:  HUMAN  WELFARE  & 
NEIGHBORHOOD  DEVELOPMENT 

CHILD  SUPPORT  SERVICES 

130 

CHILDREN  & FAMILIES  COMMISSION 

10 

CHILDREN,  YOUTH  & THEIR  FAMILIES 

34 

DEPARTMENT  OF  THE  STATUS  OF  WOMEN 

6 

ENVIRONMENT 

61 

HUMAN  RIGHTS 

38 

HUMAN  SERVICES  AGENCY 

1,758 

RENT  ARBITRATION  BOARD 

29 

Subtotal 

2,066 

7% 

D:  COMMUNITY  HEALTH 

PUBLIC  HEALTH 

5,883 

Subtotal 

5,883 

21% 

E:  CULTURE  & RECREATION 

ACADEMY  OF  SCIENCES 

8 

ARTS  COMMISSION 

26 

ASIAN  ART  MUSEUM 

55 

FINE  ARTS  MUSEUM 

104 

PUBLIC  LIBRARY 

708 

RECREATION  & PARK 

839 

WAR  MEMORIAL 

93 

Subtotal 

1,833 

7% 

F:  GENERAL  ADMINISTRATION 
& FINANCE 

ADMIN  SERVICES 

369 

ASSESSOR / RECORDER 

116 

BOARD  OF  SUPERVISORS 

53 

CITY  ATTORNEY 

329 

CITY  PLANNING 

141 

CIVIL  SERVICE 

7 

CONTROLLER 

169 

ELECTIONS 

35 

ETHICS 

12 

GENERAL  SVCS  AGENCY  - TELECOM&INFO  SVCS 

267 

HEALTH  SERVICE  SYSTEM 

32 

HUMAN  RESOURCES 

159 

MAYOR 

123 

RETIREMENT  SYSTEM 

70 

TREASURER/TAX  COLLECTOR 

218 

Subtotal 

2,100 

8% 

Total  Employees  27,622  100% 

Source:  HR  Information  System 
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2.3.4  Employees  by  Age  Group 


o The  average  age  of  a City  employee  is  47.2. 

o One  percent  of  the  City’s  workforce  is  25  or  younger,  3%  are  65  or  older,  and  over  one 
third  (36%)  are  between  the  ages  of  45  and  54. 


Employees  by  Age  Group 


<25 

166 

1% 

25-34 

2,996 

11% 

35-44 

7,540 

27% 

45-54 

9,961 

36% 

55-64 

6,175 

22% 

65+ 

784 

3% 

Total 

27,622 

100% 

Citywide  Average  Age 

47.2 

Source:  HR  Information  System 

Employees  by  Age  Group 


2.3.5  Employees  by  Length  of  Service 

o The  average  length  of  service  is  13.1  years. 

o Sixteen  percent  of  the  City’s  workforce  has  been  employed  with  the  City  for  less  than 
five  years,  one  quarter  (25%)  for  at  least  20  years,  and  29%  for  5-9  years. 
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Employees  by  Length  of  Service  (LOS) 


Length  of  Service 

. 

Number 

% 

<5 

4,486 

16% 

5-9 

7,891 

29% 

10-14 

4,829 

17% 

15-19 

3,409 

12% 

20-24 

3,095 

11% 

25-29 

2,577 

9% 

30+ 

1,335 

5% 

Total 

27,622 

100% 

Citywide  Average  LOS 

13.1 

[source:  HR  Information  System  | 

Employees  by  Length  of  Service 


2.3.6  Employees  by  Hourly  Pay  Rate 

o The  Citywide  average  pay  rate  is  $34  per  hour.  The  largest  group  of  employees  (39%) 
earn  between  $20  and  $29  per  hour,  while  four  percent  earn  less  than  $20  per  hour  and 
8%  earn  over  $50.  Nationally,  average  wages  for  state  and  local  government  workers 
were  approximately  $23  in  March  2005. 

o Actual  take-home  pay  varies  due  to  overtime  pay  and  compensation  for  perfonnance  or 
skill-based  premiums,  such  as  acting  assignment  pay.  The  difference  is  typically  largest 
for  public  safety  employees  because  they  earn  the  largest  amounts  of  overtime  and 
premiums  for  training,  education,  and  work  on  legal  holidays  in  lieu  of  time  off 
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Employees  by  Hourly  Rate 


Hourly  Rate  : 

eg'  % ■. 

Average  in 
RateGrouji 

<$20 

4% 

$ 

17 

$20-29 

39% 

$ 

25 

$30-39 

31% 

$ 

34 

$40-49 

19% 

$ 

44 

$50+ 

8% 

$ 

61 

Total  Employees 

100% 

Citywide  Average 

$ 

34 

Isource:  Current  Payroll  Database,  PPE  5/19/06.  | 

Employees  by  Hourly  Rate 


o All  MSAs  except  MSA  F General  Administration  and  Finance  have  concentrations  of 
over  40%  employees  in  a particular  range.  MSA  A Public  Protection  has  43%  in  the  $30- 
39  range.  MSAs  B,  C,  D,  and  E have  44-57%  in  the  $20-29  range. 
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2.3.7  Employees  by  Job  Code — Top  100  Job  Codes 

o While  there  are  over  1 ,200  job  codes  in  the  City,  a large  number  of  employees  are 

concentrated  in  a relatively  small  number  of  them.  In  fact,  69%  of  employees  are  in  100 
job  classes. 

o A quarter  (25.2%)  of  employees  are  in  the  top  six  job  classes,  almost  one-third  (3 1 .4%) 
are  in  the  top  10  job  classes,  and  43.9%  are  in  the  top  25  job  classes.  Fifty  percent  of  the 
workforce  is  in  36  job  classes. 

o The  top  three  job  classes  with  the  largest  number  of  employees  is  9163  Transit  Operator 
(7.6%),  followed  by  Police  Officers,  Q2-4,  (5.6%),  and  2320  Registered  Nurse  (4.0%). 

o Comparing  the  top  10  job  classes  the  table  below  to  comparable  classes  in  Philadelphia, 
Philadelphia  had  proportionally  more  Police  Officers  (15.4%)  compared  to  San  Francisco 
(5.6%  in  classes  Q2,  Q3,  04),  more  Firefighters  (4.8%)  than  San  Francisco  (3.8%  in  class 
H2);  more  Laborers  (2.6%)  than  San  Francisco  (1.3%  in  class  7514);  and  slightly  fewer 
senior  clerks  (1.4%)  than  San  Francisco  (1.7%  in  class  1426). 

o Combining  groups  of  similar  job  classes*,  five  large  groups  of  employees  are: 

• Police  Officers  - 7.9% 

• Transit  Operators  - 7.6% 

• Firefighters -5.8% 

• Nurses -5.2% 

• Information  Systems  workers  - 2.4% 


* “Police”  includes  employees  represented  by  the  POA  or  MEA  - Police,  “Transit  Operators”  includes  employees 
represented  by  TWU  Transit  Operators,  “Firefighters”  includes  employees  represented  by  Locals  798,  799  and  MEA 
- Fire,  “Nurses”  includes  employees  represented  by  SEIU  790  Nurses  and  Local  856  Supervising  Nurses,  and 
“Information  System  workers”  includes  Local  21  employees  in  classes  1002-1073. 
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Top  100  Job  Classes 


. 

1 

9163 

Transit  Operator 

2,093 

7.6% 

7.6% 

2 

Q2,Q3,Q4 

Police  Officer 

1,546 

5.6% 

13.2% 

3 

2320 

Registered  Nurse 

1,108 

4.0% 

17.2% 

4 

H 2 

Firefighter 

1,059 

3.8% 

21.0% 

5 

2302 

Nursing  Assistant 

574 

2.1% 

23.1% 

6 

2708 

Custodian 

568 

2.1% 

25.2% 

7 

8304 

Deputy  Sheriff 

555 

2.0% 

27.2% 

8 

1426 

Senior  Clerk  Typist 

479 

1.7% 

28.9% 

9 

8177 

Attorney  (Civil/Criminal) 

356 

1.3% 

30.2% 

10 

7514 

General  Laborer 

348 

1.3% 

31.4% 

11 

2905 

Senior  Eligibility  Worker 

313 

1.1% 

32.6% 

12 

3417 

Gardener 

276 

1 .0% 

33.6% 

13 

8214 

Parking  Control  Officer 

275 

1 .0% 

34.6% 

14 

Q35,Q36,Q37 

0380-0382 

Police  Inspector 

266 

1 .0% 

35.5% 

15 

Q50-52 

Police  Sergeant 

253 

0.9% 

36.5% 

16 

H 3 

Firefighter/Paramedic 

250 

0.9% 

37.4% 

17 

2736 

Porter 

244 

0.9% 

38.2% 

18 

1424 

Clerk  Typist 

221 

0.8% 

39.0% 

19 

2940 

Protective  Services  Worker 

215 

0.8% 

39.8% 

20 

7371 

Electrical  Transit  System  Mechanic 

214 

0.8% 

40.6% 

21 

2312 

Licensed  Vocational  Nurse 

213 

0.8% 

41.4% 

22 

9139 

Transit  Supervisor 

185 

0.7% 

42.0% 

23 

1446 

Secretary  2 

175 

0.6% 

42.7% 

24 

7334 

Stationary  Engineer 

174 

0.6% 

43.3% 

25 

1404 

Clerk 

170 

0.6% 

43.9% 

26 

3602 

Library  Page 

162 

0.6% 

44.5% 

27 

8238 

Police  Communications  Disp 

155 

0.6% 

45.1% 

28 

2903 

Eligibility  Worker 

153 

0.6% 

45.6% 

29 

3284 

Recreation  Director 

142 

0.5% 

46.1% 

30 

5241 

Engineer 

142 

0.5% 

46.6% 

31 

7355 

Truck  Driver 

142 

0.5% 

47.2% 

32 

7372 

Stationary  Eng,  Sewage  Plant 

142 

0.5% 

47.7% 

33 

2587 

Flealth  Worker  3 

141 

0.5% 

48.2% 

34 

H 20 

Lieutenant,  (Fire  Department) 

137 

0.5% 

48.7% 

35 

8444 

Deputy  Probation  Officer 

135 

0.5% 

49.2% 

36 

7318 

Electronic  Maintenance  Tech 

132 

0.5% 

49.6% 

37 

2604 

Food  Service  Worker 

131 

0.5% 

50.1% 

38 

3630 

Librarian  1 

129 

0.5% 

50.6% 

39 

5207 

Assoc  Engineer 

128 

0.5% 

51.0% 

40 

2232 

Senior  Physician  Specialist 

126 

0.5% 

51.5% 

41 

7381 

Automotive  Mechanic 

126 

0.5% 

52.0% 

42 

8201 

School  Crossing  Guard 

126 

0.5% 

52.4% 

43 

1632 

Senior  Account  Clerk 

121 

0.4% 

52.9% 

44 

1823 

Senior  Administrative  Analyst 

117 

0.4% 

53.3% 

45 

5203 

Asst  Engr 

114 

0.4% 

53.7% 

46 

2930 

Psychiatric  Social  Worker 

113 

0.4% 

54.1% 

47 

2912 

Senior  Social  Worker 

112 

0.4% 

54.5% 

48 

7410 

Automotive  Service  Worker 

112 

0.4% 

54.9% 

49 

1428 

Unit  Clerk 

109 

0.4% 

55.3% 

50 

1408 

Principal  Clerk 

103 

0.4% 

55.7% 
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Top  100  Job  Classes  (continued) 


ISank. 

Job 

Code 

Title 

Humber 

% 

Cttsnttibftve 

% I 

51 

2328 

Nurse  Practitioner 

102 

0.4% 

56.0% 

52 

9209 

Community  Police  Services  Aide 

102 

0.4% 

56.4% 

53 

1824 

Pr  Administrative  Analyst 

100 

0.4% 

56.8% 

54 

2586 

Health  Worker  2 

99 

0.4% 

57.1% 

55 

3610 

Library  Assistant 

99 

0.4% 

57.5% 

56 

9102 

Transit  Car  Cleaner 

94 

0.3% 

57.8% 

57 

9703 

Emp  & Training  Spec  2 

94 

0.3% 

58.2% 

58 

1450 

Executive  Secretary  1 

93 

0.3% 

58.5% 

59 

7345 

Electrician 

93 

0.3% 

58.9% 

60 

1630 

Account  Clerk 

90 

0.3% 

59.2% 

61 

8226 

Museum  Guard 

90 

0.3% 

59.5% 

62 

2322 

Nurse  Manager 

88 

0.3% 

59.8% 

63 

Q60,Q61,Q62 

Police  Lieutenant 

85 

0.3% 

60.1% 

64 

2920 

Medical  Social  Worker 

84 

0.3% 

60.4% 

65 

7346 

Painter 

83 

0.3% 

60.7% 

66 

8306 

Senior  Deputy  Sheriff 

80 

0.3% 

61.0% 

67 

1652 

Senior  Accountant 

78 

0.3% 

61.3% 

68 

7501 

Environmental  Service  Worker 

78 

0.3% 

61.6% 

69 

1244 

Senior  Personnel  Analyst 

77 

0.3% 

61.9% 

70 

2908 

Hospital  Eligiblity  Worker 

76 

0.3% 

62.1% 

71 

1053 

IS  Business  Analyst-Senior 

75 

0.3% 

62.4% 

72 

1654 

Principal  Accountant 

74 

0.3% 

62.7% 

73 

3616 

Library  Technical  Assistant  1 

74 

0.3% 

62.9% 

74 

2430 

Medical  Evaluations  Assistant 

70 

0.3% 

63.2% 

75 

7344 

Carpenter 

70 

0.3% 

63.5% 

76 

1222 

Sr  Payroll  & Personnel  Clerk 

69 

0.2% 

63.7% 

77 

1458 

Legal  Secretary  1 

69 

0.2% 

64.0% 

78 

5211 

Sr  Engineer 

68 

0.2% 

64.2% 

79 

6318 

Construction  Inspector 

68 

0.2% 

64.4% 

80 

1022 

IS  Administrator  2 

67 

0.2% 

64.7% 

81 

2230 

Physician  Specialist 

66 

0.2% 

64.9% 

82 

8158 

Child  Support  Officer  II 

65 

0.2% 

65.2% 

83 

8320 

Counselor,  Juvenile  Hall 

65 

0.2% 

65.4% 

84 

1054 

IS  Business  Analyst-Principal 

64 

0.2% 

65.6% 

85 

2305 

Psychiatric  Technician 

64 

0.2% 

65.9% 

86 

2830 

Public  Health  Nurse 

64 

0.2% 

66.1% 

87 

7313 

Automotive  Machinist 

64 

0.2% 

66.3% 

88 

922 

Manager  1 

62 

0.2% 

66.6% 

89 

2913 

Program  Specialist 

62 

0.2% 

66.8% 

90 

7347 

Plumber 

62 

0.2% 

67.0% 

91 

7388 

Utility  Plumber 

61 

0.2% 

67.2% 

92 

6331 

Building  Inspector 

59 

0.2% 

67.4% 

93 

1636 

Health  Care  Billing  Clerk  2 

58 

0.2% 

67.6% 

94 

1043 

IS  Engineer-Senior 

57 

0.2% 

67.9% 

95 

1220 

Payroll  Clerk 

57 

0.2% 

68.1% 

96 

1842 

Management  Assistant 

57 

0.2% 

68.3% 

97 

9131 

Station  Agent,  Municipal  Railway 

57 

0.2% 

68.5% 

98 

3632 

Librarian  2 

55 

0.2% 

68.7% 

99 

931 

Manager  III 

54 

0.2% 

68.9% 

100 

3280 

Assistant  Recreation  Director 

54 

0.2% 

69.1% 

[Total  for  Top  100  Job  Classes 

18,922 

[Total  Employees 

27,622 

[source 

s:  HR  Information  Systems 
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2.3.8  Employees  by  Job  Code — Classes  with  Three  or  Fewer 
Employees 

o The  City’s  workforce  is  allocated  into  a total  of  1,107  job  codes,  of  which  479  job  codes 
have  three  or  fewer  incumbents. 

o A total  of  756  employees  or  3%  of  the  workforce  holds  a job  class  in  which  there  are 
three  or  fewer  employees.  There  are  287  job  classes  with  only  one  incumbent. 


Groups  of  Job  Classes  with  Three  or  Fewer  Employees 


Groui:»s»  of  Job  Classes 

■ Number 

#of 

EEs 

Number  of  job  classes  with  three  or  fewer  employees 

85 

255 

Number  of  job  classes  with  two  or  fewer  employees 

107 

214 

Number  of  job  classes  with  one  employee 

287 

287 

Total  Number  of  Job  Classes  with  Three  or  Fewer  Employees 

479 

756 

Total  Job  Classes  Citywide 

1,107 

Total  Employees 

27,622 

1 Source:  HR  Information  System  | 

2.3.9  Employees  by  Union  Local 

o The  largest  proportion  of  employees  (36.9%)  is  represented  by  SEIU  Locals  250,  535, 
and  790.  In  contrast,  there  are  two  dozen  unions  that  represent  fewer  than  100  employees. 

o San  Francisco  has  a relatively  high  proportion  of  employees  represented  by  labor 

unions — over  99%.  Conditions  of  employment  of  many  of  the  remaining  employees  (133 
or  0.5%)  are  set  by  the  Unrepresented  Ordinance,  rather  than  the  standard  labor 
agreement  (or  MOU). 

o On  average,  27%  of  employees  in  jurisdictions  represented  in  a 2002  report  of 
performance  measure  data  by  the  International  County  Managers  Association  were 
represented  by  labor  unions.  For  Philadelphia,  another  city  and  county  jurisdiction,  72% 
of  employees  were  represented  in  one  of  four  unions. 
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Employees  by  Union  Local 


■'^7" 

■■ 

;; 

1 

790 

SEIU  Locals  250,  535,  790 

10,189 

36.9% 

36.9% 

2 

021 

Local  21,  Professional  & Technical  Engineers 

3,448 

12.5% 

49.4% 

3 

911 

Police  Officers  Association 

2,183 

7.9% 

57.3% 

4 

253 

TWU  Local  250-A,  Transit  Operators 

2,093 

7.6% 

64.9% 

5 

798 

Locals  798  & 799,  Firefighters 

1,597 

5.8% 

70.6% 

6 

791 

SEIU  - Nurses 

1,324 

4.8% 

75.4% 

7 

261 

Local  261,  Laborers  International 

942 

3.4% 

78.8% 

8 

351 

Municipal  Executives  Association 

776 

2.8% 

81.6% 

9 

498 

SF  Deputy  Sheriffs  Association 

760 

2.8% 

84.4% 

10 

006 

Local  6,  Electrical  Workers 

736 

2.7% 

87.1% 

11 

039 

Local  39,  Stationary  Engineers 

567 

2.1% 

89.1% 

12 

311 

Municipal  Attorney's  Association 

427 

1 .5% 

90.7% 

13 

130 

Local  1414,  Machinists 

375 

1 .4% 

92.0% 

14 

038 

Local  38,  Plumbers 

308 

1.1% 

93.1% 

15 

200 

TWU  Local  200,  SEAM 

260 

0.9% 

94.1% 

16 

164 

UAPD  Physicians  & Dentists 

222 

0.8% 

94.9% 

17 

216 

Teamsters,  Local  853  Truck  Drivers 

149 

0.5% 

95.4% 

18 

651 

SF  Probation  Officers  Association 

135 

0.5% 

95.9% 

19 

252 

TWU  Local  250-A,  Automotive  Service  Workers 

132 

0.5% 

96.4% 

20 

858 

Local  856,  Teamsters  - Supervising  Nurse 

110 

0.4% 

96.8% 

21 

236 

Carpenters,  Local  22 

98 

0.4% 

97.1% 

22 

856 

Local  856,  Teamsters  - Multi-Unit 

97 

0.4% 

97.5% 

23 

004 

Painters,  Local  4 

95 

0.3% 

97.8% 

24 

251 

Local  250,  TWU  Miscellaneous 

80 

0.3% 

98.1% 

25 

929 

SF  Building  Inspectors 

74 

0.3% 

98.4% 

26 

001 

Unrepresented  Employees  - Miscellaneous 

69 

0.2% 

98.9% 

27 

002 

Unrepresented  Employees  - Management 

68 

0.2% 

98.6% 

28 

419 

SFDA  Investigators  Association 

54 

0.2% 

99.1% 

29 

003 

Operating  Engineers,  Local  3 

53 

0.2% 

99.3% 

30 

104 

Sheet  Metal  Workers,  Local  104 

44 

0.2% 

99.4% 

31 

580 

Cement  Masons,  Local  580 

27 

0.1% 

99.5% 

32 

377 

Iron  Workers,  Local  377 

17 

0.1% 

99.6% 

33 

007 

Brick  Layers  & Flod  Carriers 

15 

0.1% 

99.6% 

34 

793 

Fire  Rescue  Paramedic,  Local  793 

15 

0.1% 

99.7% 

35 

016 

Theatrical  Stage  Employees,  Local  16 

15 

0.1% 

99.8% 

36 

965 

Supervising  Probation  Officers,  Local  3 

14 

0.1% 

99.8% 

37 

034 

Pile  Drivers,  Local  34 

13 

0.0% 

99.9% 

38 

718 

Glaziers,  Local  718 

10 

0.0% 

99.9% 

39 

040 

Roofers,  Local  40 

10 

0.0% 

99.9% 

40 

352 

Municipal  Executive  Association  - Fire 

8 

0.0% 

100.0% 

41 

969 

SF  Institutional  Police  Officers  Association 

8 

0.0% 

100.0% 

42 

353 

Municipal  Executive  Association  - Police 

2 

0.0% 

100.0% 

43 

350 

Teamsters,  Local  350,  Animal  Keepers 

2 

0.0% 

100.0% 

44 

604 

Port  Director 

1 

0.0% 

100.0% 

Total  Employees 27,622  100,0% 


Source:  HR  Information  System 
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2.3.10  Employees  by  County  of  Residence 

o The  largest  percentage  of  employees  reside  in  San  Francisco  County  (42.5%)  followed  by 
San  Mateo  (22.3%)  and  Contra  Costa  (11.1%)  Counties.  Almost  three  percent  (2.7%)  of 
the  City  workforce  resides  outside  of  the  Bay  Area.^ 


Employees  by  County  of  Residence 


Bay  Area  Counties 

Alameda 

2,888 

10.5% 

Contra  Costa 

3,063 

11.1% 

Marin 

893 

3.2% 

Napa 

109 

0.4% 

San  Francisco 

11,752 

42.5% 

San  Mateo 

6,146 

22.3% 

Santa  Clara 

271 

1.0% 

Solano 

1,184 

4.3% 

Sonoma 

580 

2.1% 

Subtotal  Bay  Area  Counties 

26,886 

97.3% 

Outside  of  Bay  Area 

736 

2.7% 

Total  Employees 

27,622 

100.0% 

Source:  HR  Information  System 

2.3.11  Unpaid  Leaves  of  Absence 

o Unpaid  leaves  that  last  more  than  six  weeks  (three  pay  periods)  are  reported  from  the 
Human  Resources  Information  system.  See  section  2.4.21  for  payroll  system  data  on 
unpaid  leave  hours. 

o While  the  overall  number  of  unpaid  leaves  did  not  change  between  FY  2004-05  and  FY 
2005-06,  the  proportion  of  leaves  for  sick  leave  without  pay  and  workers'  compensation 
leave  increased  substantially,  while  those  for  family  care  leave  decreased.  The  average 
duration  of  unpaid  leave  increased  from  12  to  14  months. 


California  law  prohibits  jurisdictions  from  discriminating  in  hiring  based  on  residence. 
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Leaves  of  Absence 


2006 

Type 

# 

A»^.J.£ngth 
% (Months) 

# 

Avg.  Ler^jM) 
% (Monttis) 

Sick  leave  without  pay 

167 

38% 

10 

187 

42% 

11 

Workers  Compensation  Leave 

112 

25% 

20 

146 

33% 

20 

Family  Care  Leave 

75 

17% 

7 

39 

9% 

10 

Personal  Leave 

60 

14% 

8 

58 

13% 

10 

Employee  Organization  Repres 

9 

2% 

17 

8 

2% 

26 

Education 

8 

2% 

11 

3 

1% 

5 

Unpaid  Administrative  Leave 

5 

1% 

3 

2 

0% 

9 

All  Other 

6 

1% 

28 

6 

1% 

33 

Total 

442 

100% 

12 

449 

100% 

14 

Isource:  HR  Information  System  | 

2.3.12  Promotive  Leaves 

o In  April  2005,  716  employees  were  on  promotive  leave,  that  is,  had  taken  leave  from  a 
permanent  position  to  accept  an  exempt  or  provisional  position  with  higher  pay  and 
responsibility.  On  a discretionary  basis,  departments  have  granted  such  leaves  of  in  order 
to  insulate  employees  from  the  risk  of  taking  exempt  or  provisional  promotions.  The 
average  length  of  a promotive  leave  at  the  time  was  3.6  years. 

o In  June  2006,  the  number  of  employees  on  promotive  leave  had  increased  by  27%  to  907 
employees.  In  contrast,  the  average  length  of  time  on  promotive  leave  dropped  by  19.4% 
to  2.9  years. 

o Departments  may  fdl  the  vacancy  that  occurs  when  an  employee  goes  on  promotive  leave. 
However,  if  the  promoted  employee  abridges  their  leave,  the  requisition  is  reactivated 
and  the  replacement  worker  is  displaced. 

Employees  on  Promotive  Leave 


Number  of 


Years  of  Leave  2005  2006  % Change 


<1 

224 

405 

80.8% 

1-2 

120 

180 

50.0% 

2-3 

104 

88 

-15.4% 

3-4 

94 

63 

-33.0% 

4-5 

23 

19 

-17.4% 

5-6 

16 

22 

37.5% 

6-7 

16 

12 

-25.0% 

7-8 

22 

17 

-22.7% 

8-9 

10 

9 

-10.0% 

9-10 

6 

17 

183.3% 

>10 

81 

75 

-7.4% 

Total  Employees 

716 

907 

26.7% 

Average  Years 

3.6 

2.9 

-19.4% 

Source:  HR  Information  System 
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2.3.13  Age  and  Length  of  Service  of  All  Employees 


o The  chart  below  shows  all  cuirent  employees  by  age  and  length  of  service.  The  upper 
right  quadrant  shows  employees  who  are  currently  eligible  to  retire  because  they  are  50 
or  older  and  have  20  or  more  years  of  service. 

o The  density  of  certain  horizontal  bands  indicates  years  or  periods  of  particularly  low  or 
high  hiring.  For  example,  the  plot  is  denser  in  the  band  of  employees  who  have  four  to 
eight  years  of  service,  indicating  high  levels  of  hiring  five  to  nine  years  ago,  and  lighter 
for  those  who  have  two  to  three  years  of  experience,  indicating  fewer  hires  three  to  four 
years  ago. 


Age  and  Length  of  Service  of  All  Employees 


Age 


2.3.14  Average  Age  and  Length  of  Service  by  Department 

o The  average  age  of  employees  Citywide  is  47.2  years  old.  For  the  three  largest 
departments,  the  average  age  is  as  follows: 

• Public  Health:  47.7  years  old 

• MTA-  Municipal  Railway:  49.3  years  old 

• Police:  44  years  old 
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o The  average  age  among  employees  by  department  ranges  from  37.4  in  Economic  & 
Workforce  Development  to  51.4  at  the  War  Memorial. 

o The  average  length  of  service  (LOS)  Citywide  for  employees  is  13.1  years.  For  the  three 
largest  departments,  the  average  length  of  service  is: 

• Public  Health;  12.5  years 

• MTA-  Municipal  Railway:  13.5  years 

• Police:  16.1  years 

o The  average  length  of  service  ranged  from  two  years  in  the  Children  & Families 
Commission  to  16.1  years  at  both  the  Police  and  Juvenile  Probation  departments. 
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Average  Age  and  Length  of  Service  of  Employees  by  Department 


Deoartment  Title 

Total  EEs 

'Average  '“Average 
Age  LOS 

ADMIN  SERVICES 

369 

48.2 

11.2 

ADULT  PROBATION 

101 

48.0 

14.9 

AIRPORT 

1,292 

49.5 

11.6 

ARTS  COMMISSION 

26 

48.8 

8.7 

ASIAN  ART  MUSEUM 

55 

46.5 

6.8 

ASSESSOR  / RECORDER 

116 

49.7 

13.9 

BOARD  OF  SUPERVISORS 

53 

41.6 

10.1 

CHILD  SUPPORT  SERVICES 

130 

47.0 

11.2 

CHILDREN  & FAMILIES  COMMISSION 

10 

39.5 

2.0 

CHILDREN,  YOUTH  & THEIR  FAMILIES 

34 

37.6 

3.5 

CITY  ATTORNEY 

329 

46.8 

10.8 

CITY  PLANNING 

141 

43.0 

9.8 

CONTROLLER 

169 

46.5 

11.8 

DEPARTMENT  OF  BUILDING  INSPECTION 

273 

49.6 

11.9 

DISTRICT  ATTORNEY 

251 

46.3 

12.5 

ECONOMIC  & WORKFORCE  DEVELOPMENT 

14 

37.4 

3.7 

ELECTIONS 

35 

40.0 

6.3 

EMERGENCY  COMMUNICATIONS  DEPARTMENT 

229 

41.8 

10.3 

ENVIRONMENT 

61 

38.1 

4.3 

ETHICS 

12 

39.6 

4.5 

FINE  ARTS  MUSEUM 

104 

48.2 

9.6 

FIRE  DEPARTMENT 

1,701 

43.8 

14.0 

GENERAL  SERVICES  AGENCY  - PUBLIC  WORKS 

1,175 

47.4 

12.3 

GENERAL  SVCS  AGENCY  - TELECOM&INFO  SVCS 

267 

48.6 

13.4 

HEALTH  SERVICE  SYSTEM 

32 

49.7 

10.9 

HUMAN  RESOURCES 

159 

48.1 

12.7 

HUMAN  RIGHTS 

38 

50.6 

14.5 

HUMAN  SERVICES  AGENCY 

1,758 

47.4 

12.1 

JUVENILE  PROBATION 

240 

49.3 

16.1 

MAYOR 

123 

40.8 

6.9 

MTA  - MUNICIPAL  RAILWAY 

4,711 

49.3 

13.5 

POLICE 

2,531 

44.0 

16.1 

PORT 

216 

50.3 

14.1 

PUBLIC  DEFENDER 

150 

41.9 

10.1 

PUBLIC  HEALTH 

5,883 

47.7 

12.5 

PUBLIC  LIBRARY 

708 

45.1 

13.4 

PUBLIC  UTILITIES 

1,908 

48.6 

13.3 

RECREATION  & PARK 

839 

48.5 

16.0 

RENT  ARBITRATION  BOARD 

29 

51.3 

11.5 

RETIREMENT  SYSTEM 

70 

50.2 

13.6 

SHERIFF 

938 

42.6 

11.9 

TREASURER/TAX  COLLECTOR 

218 

48.3 

11.1 

WAR  MEMORIAL 

93 

51.4 

15.2 

ALL  OTHER  DEPARTMENTS 

31 

45.0 

8.4 

Total 

27,622 

Citywide  Average 

47.2 

13.1 

Source:  HR  Information  System  I 
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2.3.15  Retirement  Milestones  by  Major  Service  Area 

o The  retirement  “milestones”  in  the  following  tables  refer  to  combinations  of  age  and 
years  of  service  that  represent  minimum  eligibility  requirements.  Each  column  shows  the 
percentage  of  employees  who  have  reached  the  milestone.  An  individual  who  is  counted 
as  being  age  50  with  20  years  of  service  or  age  60  with  ten  years  of  service  will  also  be 
counted  in  the  50  with  5 years  of  service  column.  The  milestones  are: 

o 50-5  = 50  years  of  age  and  having  five  years  of  service.  All  employees  at  this 
milestone  can  retire  and  receive  post-retirement  health  insurance  as  well  as  a 
small  monthly  payment  (monthly  vesting  retirement  benefit).  Police  officers  and 
firefighters  at  this  milestone  are  eligible  for  a service  retirement,  which  means  a 
larger  monthly  retirement  allowance. 

o 50-20  = 50  years  of  age  and  having  20  years  of  service  or  60-10  = 60  years  of  age 
and  having  10  years  of  service.  Employees  at  either  of  these  milestones  meet  the 
minimum  age  and  service  requirements  for  miscellaneous  employees  (i.e.  neither 
police  officers  nor  firefighters)  to  retire  and  receive  monthly  retirement 
allowances." 

o More  detailed  retirement  risk  projections  for  sworn  personnel  and  miscellaneous 

employees  will  be  addressed  in  a subsequent  Workforce  and  Succession  Planning  Report. 
It  will  report  separately  on  police  officers  and  firefighters,  who  have  different  retirement 
provisions  and  are  most  likely  to  retire  when  they  are  eligible  for  the  maximum 
retirement  allowance. 

o As  of  May  2006,  CCSF  employees  grouped  into  MSAs  have  reached  the  following 
milestones  presented  below.  Columns  show  the  percentage  of  employees  within  a major 
service  area  which  have  reached  the  stated  age  and  length  of  service;  “50-5”  is  fifty  years 
old  with  five  years  of  service. 

o MSA  E Culture  & Recreation  and  MSA  A Public  Protection  have  the  highest  percentage 
(20%)  of  employees  that  are  at  least  50  years  old  with  20  years  of  service.  Each  of  the 
other  MSAs  has  over  15%  of  employees  at  the  same  milestone. 


Charter  Sections  A8  595,  A8.596,  A8.597  and  A8.598  outline  retirement  provisions  for  sworn  employees  of  the 
Police  and  Fire  Departments.  Sworn  employees  also  vest  in  the  City’s  Retirement  System  with  a minimum  of  5 
years  of  service  and  at  least  50  years  of  age.  The  percentage  for  each  year  of  credited  service  increases  with  the  age 
of  retirement,  with  a maximum  retirement  allowance  of  90  percent  of  the  employee’s  final  compensation  for  sworn 
employees. 

" Charter  Section  A8.509  outlines  retirement  provisions  for  miscellaneous  employees  (generally  employees  who  are 
not  sworn  employees  of  the  Police  or  Fire  Departments).  Employees  with  a minimum  of  5 years  of  service  and  at 
least  50  years  of  age  are  vested  in  the  City’s  Retirement  System.  However,  eligibility  requirements  for  retirement  are 
50  years  of  age  and  at  least  20  years  of  service  or  60  years  of  age  and  at  least  10  years  of  service.  The  percentage  for 
each  year  of  credited  service  increases  with  the  age  of  retirement,  with  a maximum  retirement  allowance  of  75 
percent  of  the  employee’s  final  compensation  for  miscellaneous  employees. 
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o MSA  B Public  Works,  Transportation,  & Commerce  has  the  greatest  pereentage  (8%)  of 
employees  that  has  reached  the  milestone  of  at  least  60  years  old  and  at  least  10  years  of 
service. 


Retirement  Milestones  by  MSA  Based  on  Age  and  Length  of  Service 


Total  # 

%ofEEst>y/^e&tbS“ 

Majear  Service  Area 

of  EEs  ■ 

% 50-5  ’ 

% 50-20 

% 60-18 

A:  Public  Protection 

6,141 

27% 

20% 

3% 

B:  Public  Works,  Transportation,  & Commerce 

9,599 

44% 

19% 

8% 

C:  Human  Welfare  & Neighborhood  Development 

2,066 

37% 

16% 

7% 

D:  Community  Health 

5,883 

40% 

17% 

7% 

E:  Culture  & Recreation 

1,833 

40% 

20% 

7% 

F;  General  Administration  & Finance 

2,100 

37% 

15% 

7% 

Grand  Total 

27,622 

Isource:  HR  Information  System  | 

2.3.16  Retirement  Milestones  by  Department 

o Citywide,  38%  of  employees  are  eligible  for  a vesting  retirement  (i.e.  are  at  the  50-5 
milestone),  and  at  least  18%  are  eligible  for  full  retirement  benefits  (i.e.  are  at  the  50-20 
or  60-10  milestone).  By  comparison,  in  the  City  and  County  of  Denver,  1 1.6%  of  the 
workforce  was  eligible  for  retirement'^  as  of  December  2005. 

o In  the  Police  Department,  almost  one  quarter  (24%)  of  cuirent  employees  are  at  least  50 
years  old  and  have  20  years  of  service.  In  the  Recreation  & Park  and  Juvenile  Probation 
departments,  over  25%  of  employees  have  reached  this  milestone. 


In  Denver,  a normal  unredueed  retirement  is  at  age  65.  The  earlie.st  retirement  age  is  55.  An  employee's  benefit 
may  be  reduced  3%  for  each  year  under  age  65  (30%  at  age  55)  unless  the  employee  has  reached  the  Rulc-of-75 
(years  of  service  + age  = 75).  An  employee  is  vested  (i.e.  eligible  to  receive  retirement  benefits)  after  live  (5)  years 
of  credited  service  with  the  City  and  County  of  Denver.  There  arc  no  minimum  service  requirements  for  members 
age  65. 
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Retirement  Milestones  by  Department  Based  on  Age  and  Length  of  Service 




HUMAN  RIGHTS 

38 

50% 

32% 

13% 

WAR  MEMORIAL 

93 

58% 

27% 

13% 

RECREATION  & PARK 

839 

45% 

26% 

7% 

JUVENILE  PROBATION 

240 

45% 

25% 

8% 

POLICE 

2,531 

29% 

24% 

3% 

ADULT  PROBATION 

101 

42% 

24% 

10% 

RETIREMENT  SYSTEM 

70 

44% 

23% 

11% 

CONTROLLER 

169 

38% 

22% 

10% 

MTA  - MUNICIPAL  RAILWAY 

4,711 

45% 

21% 

7% 

PORT 

216 

50% 

21% 

9% 

GENERAL  SVCS  AGENCY  - TELECOM&INFO  SVCS 

267 

46% 

21% 

8% 

FIRE  DEPARTMENT 

1,701 

27% 

20% 

1% 

PUBLIC  UTILITIES 

1,908 

42% 

19% 

8% 

CHILD  SUPPORT  SERVICES 

130 

37% 

18% 

8% 

ASSESSOR /RECORDER 

116 

44% 

18% 

12% 

HUMAN  RESOURCES 

159 

41% 

18% 

3% 

DISTRICT  ATTORNEY 

251 

31% 

18% 

8% 

PUBLIC  HEALTH 

5,883 

40% 

17% 

7% 

HUMAN  SERVICES  AGENCY 

1,758 

39% 

16% 

8% 

PUBLIC  LIBRARY 

708 

35% 

16% 

6% 

GENERAL  SERVICES  AGENCY  - PUBLIC  WORKS 

1,175 

38% 

15% 

7% 

DEPARTMENT  OF  BUILDING  INSPECTION 

273 

45% 

15% 

10% 

PUBLIC  DEFENDER 

150 

19% 

15% 

2% 

CITY  ATTORNEY 

329 

30% 

15% 

5% 

BOARD  OF  SUPERVISORS 

53 

26% 

15% 

4% 

CITY  PLANNING 

141 

26% 

15% 

2% 

FINE  ARTS  MUSEUM 

104 

36% 

14% 

3% 

TREASURER/TAX  COLLECTOR 

218 

41% 

14% 

10% 

RENT  ARBITRATION  BOARD 

29 

55% 

14% 

7% 

AIRPORT 

1,292 

48% 

13% 

9% 

HEALTH  SERVICE  SYSTEM 

32 

44% 

13% 

9% 

ARTS  COMMISSION 

26 

38% 

12% 

4% 

EMERGENCY  COMMUNICATIONS  DEPARTMENT 

229 

17% 

11% 

3% 

ADMIN  SERVICES 

369 

40% 

11% 

6% 

SHERIFF 

938 

21% 

10% 

2% 

MAYOR 

123 

20% 

7% 

5% 

ASIAN  ART  MUSEUM 

55 

24% 

4% 

5% 

CHILDREN  & FAMILIES  COMMISSION 

10 

0% 

0% 

0% 

CHILDREN,  YOUTH  & THEIR  FAMILIES 

34 

3% 

0% 

3% 

ECONOMIC  & WORKFORCE  DEVELOPMENT 

14 

7% 

0% 

0% 

ELECTIONS 

35 

17% 

0% 

3% 

ENVIRONMENT 

61 

8% 

0% 

0% 

ETHICS 

12 

17% 

0% 

0% 

ALL  OTHER  DEPARTMENTS 

31 

23% 

10% 

6% 

Total  Employees 

27,622 

Average,  All  Department  for  Each  Milestone 

38% 

18% 

6% 

Source:  HR  Information  System 
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2.3.17  Retirement  Milestones  by  Union 

o In  19  unions,  20%  or  more  employees  have  at  least  50  years  of  age  and  20  years  of 
service.  In  particular,  for  TWU  Local  200  and  Supervising  Probation  Officers  Local  3, 
50%  or  more  of  employees  have  reached  this  milestone.  In  five  unions  at  least  10%  of 
employees  have  reached  the  60-10  milestone. 


38 


Retirement  Milestones  by  Union  Based  on  Age  and  Length  of  Service 


Code 

Union 

Total  # 
of  EEs 

% of  EEs  ib^  Age  & 
% - 
% 50-5  (sort  order) 

200 

TWU  Local  200,  SEAM 

260 

71% 

51% 

8% 

965 

Supervising  Probation  Officers,  Local  3 

14 

64% 

50% 

7% 

858 

Local  856,  Teamsters  - Supervising  Nurse 

110 

66% 

39% 

15% 

251 

Local  250,  TWU  Miscellaneous 

80 

48% 

38% 

5% 

003 

Operating  Engineers,  Local  3 

53 

57% 

34% 

8% 

040 

Roofers,  Local  40 

10 

40% 

30% 

0% 

377 

Iron  Workers,  Local  377 

17 

59% 

29% 

12% 

006 

Local  6,  Electrical  Workers 

736 

53% 

29% 

10% 

651 

SF  Probation  Officers  Association 

135 

43% 

25% 

11% 

911 

Police  Officers  Association 

2,183 

27% 

24% 

2% 

351 

Municipal  Executives  Association 

776 

47% 

24% 

8% 

104 

Sheet  Metal  Workers,  Local  104 

44 

61% 

23% 

2% 

856 

Local  856,  Teamsters  - Multi-Unit 

97 

44% 

23% 

6% 

130 

Local  1414,  Machinists 

375 

55% 

21% 

7% 

039 

Local  39,  Stationary  Engineers 

567 

53% 

21% 

7% 

004 

Painters,  Local  4 

95 

45% 

21% 

5% 

798 

Locals  798  & 799,  Firefighters 

1,597 

25% 

20% 

1% 

791 

SEIU  - Nurses 

1,324 

42% 

20% 

5% 

793 

Fire  Rescue  Paramedic,  Local  793 

15 

47% 

20% 

7% 

236 

Carpenters,  Local  22 

98 

52% 

19% 

6% 

261 

Local  261,  Laborers  International 

942 

36% 

19% 

5% 

419 

SFDA  Investigators  Association 

54 

31% 

19% 

9% 

216 

Teamsters,  Local  853  Truck  Drivers 

149 

43% 

18% 

9% 

164 

UAPD  Physicians  & Dentists 

222 

39% 

17% 

10% 

253 

TWU  Local  250-A,  Transit  Operators 

2,093 

42% 

16% 

6% 

021 

Local  21,  Professional  & Technical  Engineers 

3,448 

37% 

16% 

7% 

790 

SEIU  Locals  250,  535,  790 

10,189 

40% 

16% 

8% 

038 

Local  38,  Plumbers 

308 

39% 

15% 

9% 

252 

TWU  Local  250-A,  Automotive  Service  Workers 

132 

30% 

15% 

5% 

311 

Municipal  Attorney's  Association 

427 

26% 

14% 

4% 

580 

Cement  Masons,  Local  580 

27 

33% 

11% 

4% 

718 

Glaziers,  Local  718 

10 

40% 

10% 

0% 

498 

SF  Deputy  Sheriffs  Association 

760 

16% 

8% 

1% 

034 

Pile  Drivers,  Local  34 

13 

23% 

8% 

0% 

016 

Theatrical  Stage  Employees,  Local  16 

15 

20% 

7% 

0% 

002 

Unrepresented  Employees  - Miscellaneous 

69 

26% 

6% 

4% 

929 

SF  Building  Inspectors 

74 

42% 

4% 

8% 

001 

Unrepresented  Employees  - Management 

68 

12% 

1% 

4% 

007 

Brick  Layers  & Hod  Carriers 

15 

33% 

0% 

0% 

All  Other  Unions 

21 

57% 

38% 

5% 

Total  Employees 

27,622 

Average,  All  Department  for  Each  Milestone 

38% 

18% 

6% 

Isource:  HR  Information  System  | 
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2.3.18  Characteristics  of  FY  2004-05  Applicants  and  Applications 

o This  section  describes  applicants  to,  and  applications  for,  city  employment  during  FY 
2004-05.'^  While  the  City’s  Classification  Plan  has  approximately  1,200  job  classes, 
examinations  are  not  conducted  for  each  classification  in  each  year;  they  are  conducted 
where  there  is  a need  to  hire.  This  means  the  applicant  pool,  and  applications  submitted, 
can  vary  substantially  from  year  to  year.  For  example,  the  City  typically  receives 
thousands  of  applications  for  entry  level  firefighter  positions  in  years  when  new  recruits 
are  sought.  In  FY  2004-05,  the  Municipal  Transportation  Agency  conducted  four  large 
exams,  for  Transit  Operators,  Station  Agents,  Transit  Operator  Supervisors,  and  Transit 
Car  Cleaners. 

o This  section  does  not  include  data  on  applicants  for  Q2  Police  Officer,  provisional  or 
exempt  positions,  which  are  maintained  separately.  Q2  applicant  data  are  described  in 
section  2.3.19  below. 

o The  total  number  of  applicants  to  City  employment  in  FY  2004-05  was  14,532,  and  the 
total  number  of  applications  submitted  was  24,460. 

o A total  of  3,3 1 8 applications  were  submitted  by  people  who  indicated  they  were  City 
employees  at  the  time  of  submittal. 

o Each  applicant  submitted  an  average  of  1 .7  applications,  with  numbers  ranging  from  a 
single  submission  to  32  applications  submitted  by  one  applicant. 

o The  proportion  of  applicants  and  applications  from  Bay  Area  county  residents  was  the 
same — just  over  92%.  The  largest  group  of  applicants  was  San  Francisco  County 
residents  (48.3%),  followed  by  applicants  residing  in  San  Mateo  (17.2%)  and  Alameda 
(1 1.0%)  counties.  Another  7.3%  of  applicants  lived  outside  of  the  Bay  Area. 

o Comparing  applieations  submitted  to  applicants  by  county  of  residence,  San  Francisco 
residents  submitted  more  applications  per  person  than  applicants  from  any  other  county. 
For  San  Francisco  residents,  2.0  applications  were  submitted  to  every  one  applicant.  In 
comparison,  the  ratio  was  1 .6  applications  to  every  one  Alameda  applicant,  and  one 
application  to  every  one  San  Mateo  applicant.  The  highest  percentage  of  applications 
came  from  San  Francisco  County  residents  (56.1%),  followed  by  Alameda  (10.8%)  and 
San  Mateo  (10.0%)  Counties.  Another  7.4%  of  applications  were  from  outside  of  the  Bay 
Area. 


Data  in  the  City’s  Applicant  Tracking  and  Referral  System  are  for  permanent  civil  service  examinations  only. 
This  section  does  not  include  applicant  or  application  data  for  provisional  and  exempt  positions,  which  arc 
maintained  separately  by  departments. 
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Applicants  & Applications  by  County  of  Residence 


Residence 

^pfriicants 
Number  % 

Applications  J 
Number  % j 

Bay  Area  Counties 

Alameda 

1 

,605 

1 1 .0% 

2,647 

10.8% 

Contra  Costa 

1 

,126 

7.7% 

1,822 

7.4% 

Marin 

123 

0.8% 

238 

1 .0% 

Napa 

37 

0.3% 

54 

0.2% 

San  Francisco 

7 

,026 

48.3% 

13,710 

56.1% 

San  Mateo 

2 

,495 

17.2% 

2,451 

10.0% 

Santa  Clara 

338 

2.3% 

630 

2.6% 

Solano 

570 

3.9% 

905 

3.7% 

Sonoma 

79 

0.5% 

151 

0.6% 

Subtotal  Bay  Area  Counties 

13 

,399 

92.2% 

22,608 

92.4% 

Outside  of  Bay  Area 

1 

,077 

7.3% 

1,799 

7.4% 

Unknown* 

56 

0.4% 

53 

0.2% 

Total 

14,532 

100% 

24,460 

100% 

Source:  Applicant  Tracking  and  Referral  System 
* Denotes  data  that  were  missing,  miscoded,  or  not  available. 

2.3.19  Characteristics  of  Q2  Police  Officer  Applicants 

o During  FY  2005-06,  the  police  officer  examinations  team  moved  from  the  Police 

Department  to  the  Department  of  Human  Resources.  Data  here  are  for  applicants  to  the 
entry  level  (Q2)  police  officer  position  November  2005  through  April  2006.  The  total 
number  of  applicants  during  that  time  was  3,929. 

o A higher  proportion  of  02  applicants — 22% — lived  outside  the  Bay  Area  than  applicants 
for  other  positions,  of  which  92%  lived  in  the  Bay  Area.  The  largest  number  of  Q2 
applicants  were  San  Francisco  County  residents  (31%),  followed  by  applicants  residing  in 
San  Mateo  and  Alameda  counties,  17%  and  12%  respectively. 


Residence  of  Q2  Police  Officer  Applicants 


Residence 

Number 

% i 

Bay  Area  Counties 

Alameda  County 

453 

12% 

Contra  Costa 

377 

10% 

Marin 

68 

2% 

Napa 

11 

0% 

San  Francisco 

1,214 

31% 

San  Mateo 

662 

17% 

Santa  Clara 

169 

4% 

Solano 

27 

1% 

Sonoma 

99 

3% 

Subtotal  Bay  Area  Counties 

3,080 

78% 

Outside  of  Bay  Area 

849 

22% 

Total  Q2  Police  Officer  Applicants 

3,929 

100% 

Isource:  Applicant  Tracking  and  Referral  System  | 
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2.3.20  Applications  and  Job  Classes  for  FY  2004-05 

o In  FY  2004-05,  there  were  five  or  fewer  applications  received  for  45%  of  the 

classifications  for  which  the  City  received  applications.  In  addition,  eight  job  classes  (2%) 
received  over  500  applications  per  class. 


Job  Classes  Receiving  Applications 


t Number  of  ApisJications  Received 

>Jumber  of 

I Classes 

% 

500  or  more 

8 

2% 

100-499 

56 

14% 

50-99 

41 

11% 

6-49 

110 

28% 

5 or  fewer 

174 

45% 

Total 

389 

100% 

jsource:  Applicant  Tracking  and  Referral  System  | 

o As  mentioned  above,  Q2  Police  Officer  applications  are  not  included  in  this  section. 

o The  number  of  applications  affects  the  level  of  effort  required  to  conduct  an  examination 
process.  Some  positions  were  continuously  open  to  receiving  applications  at  any  time, 
while  the  majority  had  close  dates. 

o Applications  to  the  ten  classifications  in  the  table  below  constituted  20%  of  all 
applications  received. 


10  Job  Classes  Receiving  Most  Applications 


9102 

Transit  Car  Cleaner 

2,228 

4.7% 

9131 

Station  Agent,  Municipal  Railway 

1,719 

3.7% 

9163 

Transit  Operator 

973 

2.1% 

1424 

Clerk  Typist  (partial  year) 

862 

1 .8% 

9139 

Transit  Supervisor 

843 

1 .8% 

2903 

Eligibility  Worker  (continuously  open) 

774 

1 .6% 

1426 

Senior  Clerk  Typist 

608 

1.3% 

5201 

Junior  Engineer  (continuously  open) 

521 

1.1% 

8238 

Public  Safety  Communications  Dispatcher 

460 

1.0% 

3630 

Librarian  1 (continuously  open) 

420 

0.9% 

Total  Applications  Received  for  Top  10  Classes 

9,408 

20.0% 

Source:  Applicant  Tracking  and  Referral  System 

2.3.21  Application  Status 

o Of  the  24,460  applications  received  during  FY  2004-05,  20,073  applications  (82%)  were 
deemed  minimally  qualified,  while  4,386  applications  (18%)  were  rejected  because  they 
either  did  not  meet  the  filing  tenus  (e.g.  were  late)  or  were  not  minimally  qualified. 
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o Group  A:  Six  percent  did  not  attend  the  exam  and  1 1%  failed  the  exam.  Including  those 
that  were  rejected  for  failure  to  meet  filing  terms  or  minimum  qualifications,  35%  of 
applications  were  eliminated  from  the  selection  process. 

o Group  B:  A total  of  49%  of  applications  could  lead  to  hires,  because  they  were  available 
for  open  positions  (26%),  qualified  and  on  a register  (20%),  or  were  under  general  waiver 
(3%). 

o Group  C:  1,620  applications  (7%)  resulted  in  hires,  meaning  they  were  certified  as 
Pennanent  Civil  Service  (PCS). 

o Group  D:  The  status  of  9%  of  applications  is  not  finally  resolved. 


Total  Applications  Received 
24,460 


(A)  Not  Minimally  Qualified/Did  i 
Not  Meet  Filing  Terms  (18%)  B 

Minimally  Qualified  (82%) 

f 

(A)  Did  Not  Attend  I 

Exam  (6%)  [ 

(B)  Qualified,  on 
Register  (20%) 

(C)  Certified 
(7%) 

i* 

(D)  Awaiting  l| 
Review  (5%)  If 

(A)  Failed  Exam  b 

(11%)  B 

(B)  Available  for 
Open  Positions 
(26%) 

(B)  Under 
General  Waiver 
(3%) 

(D)  Other  (4%)  [I 
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Status  of  Applications 


A - Did  Not  Attend  Exam 

1,515 

6% 

A - Failed  Exam 

2,673 

11% 

A - Failed  to  Meet  Filing  Terms/Min.  Qualifications 

4,386 

18% 

A - Subtotal,  eliminated  from  selection 

8,574 

35% 

B - Available  for  Open  Positions 

6,272 

26% 

B - Qualified,  On  Register 

4,969 

20% 

B - Under  General  Waiver 

714 

3% 

B - Subtotal,  could  be  hired 

11,955 

49% 

C - Certified  (i.e.  hired  permanently) 

1,620 

7% 

D - Awaiting  Review 

1,212 

5% 

D - Other 

1,099 

4% 

D - Subtotal,  application  not  resolved 

2,311 

9% 

Total  Applications 

24,460 

100% 

Source:  Applicant  Tracking  and  Referral  System 

2.4  Workforce  Trends  - FY  2001-02  to  FY  2005-06 

This  section  examines  trends  in  workforce  demographics,  new  hires,  separations,  and  turnover 
rates  over  the  last  five  fiscal  years.  As  with  section  2.3  Workforce  Characteristics,  data  are  for 
employees  of  all  City  departments,  including  the  MTA,  but  excluding  the  San  Francisco  Unified 
School  District  and  Community  College  District,  the  Trial  Courts,  as  well  as  Board  members, 
commissioners,  elected  officials,  and  temporary  exempt  employees  with  as-needed  schedules. 


2.4.1  Employees  by  Appointment  Status 

o Between  FY  2001-02  and  FY2005-06,  the  percentage  of  the  workforce  with  Pennanent 
Civil  Service  (PSC)  status  employees  decreased  by  0.1%.  During  the  same  period,  there 
was  an  increase  of  0.9%  in  Temporary  Provisional  (TPV)  employees 


Employees  by  Appointment  Status  from  FY02  through  FY06 


PCS  - Permanent  Civil  Service 

87.3% 

87.2% 

88.2% 

88.6% 

87.2% 

-0.1% 

PEX  - Permanent  Exempt 

6.0% 

5.8% 

5.6% 

5.7% 

6.0% 

-0.1% 

TPV  - Temporary  Provisional 

3.9% 

4.4% 

4.0% 

3.6% 

4.8% 

0.9% 

TEX  - Temporary  Exempt  (1) 

2.7% 

2.5% 

2.0% 

2.0% 

1.9% 

-0.8% 

Other 

0.1% 

0.1% 

0.1% 

0.1% 

0.1% 

0.0% 

Total  Employees 

29,505 

29,402 

28,515 

27,568 

27,622 

Source:  HR  Information  System;  (1)  "Other"  includes  Temporary  Civil  Service  (TCS),  Non  Civil  Service 
(NCS),  Rehired  (REH),  and  Temporary  Limited  Term  (TLT). 
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2.4.2  Employees  by  Major  Service  Area 

o Between  FY  2001-02  and  FY  2005-06.  the  proportion  of  employees  working  in  MSA  B 
Public  Works.  Transportation,  & Commerce,  and  MSA  E Culture  & Recreation, 
decreased  0.3%  and  0.8%,  respectively.  MSA  C Human  Welfare  & Neighborhood 
De\  elopment  had  the  largest  change  in  proportion  of  total  workforce  (0.6%)  over  the 
same  period. 


Employees  by  Major  Service  Area  from  FYQ2  through  FY06 


Change 
Between 
FY02  and 

Major  Service  Area  (MSA) 

% FY02 

% FY03 

%FY04 

%FY05 

%FY66 

FYQ6 

A:  Public  Protection 

22.2% 

22.1% 

22.1% 

22.2% 

22.2% 

0.0% 

B:  Public  Works,  Transportation,  & Commerce 

35.1% 

34.8% 

35.0% 

35.1% 

34.8% 

-0.3% 

C:  Human  Welfare  & Neighborhood  Development 

6.9% 

7.1% 

7.1% 

7.1% 

7.5% 

0.6% 

D:  Community  Health 

20.9% 

21.2% 

21.1% 

21.4% 

21.3% 

0.4% 

E;  Culture  & Recreation 

7.4% 

7.3% 

7.1% 

6.8% 

6.6% 

-0.8% 

F:  General  Administrative  & Finance 

7.5% 

7.5% 

7.5% 

7.4% 

7.6% 

0.1% 

Total  Employees 

29,505 

29,402 

28,515 

27,568 

27,622 

1 Source:  HR  Information  System  | 

2.4.3  Employees  by  Department 

o Between  FY  2001-02  and  FY  2005-06,  the  City’s  workforce  decreased  by  1,883 
employees. 

o Fifteen  departments  had  an  increase  in  staffing  levels  between  FY  2001-02  and  FY  2005- 
06.  while  26  departments  saw  a decrease.  The  Department  of  Elections  had  the  largest 
proportional  change  in  staffing  levels  (106%).  Some  changes  in  workforce  size  within 
specific  departments  were  due  to  movement  of  staff  among  departments. 
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Employees  by  Department  from  FY02  through  FYO 6 


Deoarte»»t 

EEs  as  a % of  Total  EEs  for  Eacti  FY 

FY06 

F Y02  F Y03  FY04 . FY05  ^ {sort  order> 

% Change : 
FY02and 
FY06  ; 

Public  Health 

6,159 

6,246 

6,020 

5,907 

5,883 

-4.5% 

MTA-  Municipal  Railway 

5,446 

5,392 

5,209 

4,926 

4,711 

-13.5% 

Police 

2,727 

2,643 

2,581 

2,516 

2,531 

-7.2% 

Public  Utilities 

1,666 

1,710 

1,814 

1,855 

1,908 

14.5% 

Human  Services  Agency’ 

1,589 

1,601 

1,577 

1,652 

1,758 

10.6% 

Fire  Department 

1,895 

1,894 

1,768 

1,717 

1,701 

-10.2% 

Airport 

1,445 

1,391 

1,269 

1,280 

1,292 

-10.6% 

GSA-  Public  Works 

1,230 

1,213 

1,178 

1,150 

1,175 

-4.5% 

Sheriff 

960 

960 

984 

919 

938 

-2.3% 

Recreation  & Park 

1,119 

1,064 

995 

883 

839 

-25.0% 

Public  Library 

848 

810 

787 

741 

708 

-16.5% 

Administrative  Services 

416 

411 

390 

362 

369 

-11.3% 

City  Attorney 

358 

336 

336 

330 

329 

-8.1% 

Dept  of  Building  Inspection 

270 

253 

255 

248 

273 

1.1% 

GSA-  TeleComm&info  Svcs 

331 

323 

315 

275 

267 

-19.3% 

District  Attorney 

274 

254 

243 

242 

251 

-8.4% 

Juvenile  Probation 

294 

281 

257 

244 

240 

-18.4% 

Emergency  Communications  Dept 

162 

207 

216 

225 

229 

41.4% 

Treasurer/Tax  Coiiector 

176 

182 

201 

210 

218 

23.9% 

Port 

251 

244 

228 

211 

216 

-13.9% 

Controiler 

152 

153 

149 

151 

169 

11.2% 

Human  Resources^ 

209 

208 

189 

176 

159 

-23.9% 

Pubiic  Defender 

115 

121 

140 

141 

150 

30.4% 

City  Planning 

139 

138 

135 

116 

141 

1.4% 

Child  Support  Services 

147 

143 

139 

134 

130 

-11.6% 

Mayor 

152 

151 

131 

124 

123 

-19.1% 

Assessor/Recorder 

127 

123 

122 

109 

116 

-8.7% 

Fine  Arts  Museum 

63 

63 

57 

70 

104 

65.1% 

Adult  Probation 

130 

130 

113 

107 

101 

-22.3% 

War  Memorial 

90 

93 

94 

95 

93 

3.3% 

Retirement  System 

70 

76 

76 

79 

70 

0.0% 

Environment 

40 

52 

61 

60 

61 

52.5% 

Asian  Art  Museum 

28 

63 

60 

49 

55 

96.4% 

Board  of  Supervisors 

58 

58 

56 

55 

53 

-8.6% 

Human  Rights 

45 

46 

43 

41 

38 

-15.6% 

Elections 

17 

34 

29 

31 

35 

105.9% 

Children,  Youth,  & Their  Famiiies 

35 

55 

32 

27 

34 

-2.9% 

Health  Service  System^ 

32 

n/a 

Rent  Arbitration  Board 

29 

33 

28 

28 

29 

0.0% 

Arts  Commission 

34 

34 

30 

27 

26 

-23.5% 

Economic  & Workforce  Dev 

32 

31 

18 

10 

14 

-56.3% 

Ethics 

9 

10 

9 

10 

12 

33.3% 

Children  & Families  Commission 

9 

8 

9 

9 

10 

11.1% 

Academy  of  Sciences 

11 

10 

9 

8 

8 

-27.3% 

Civil  Service 

7 

6 

6 

6 

7 

0.0% 

Dept  on  the  Status  of  Women 

6 

9 

6 

5 

6 

0.0% 

Board  of  Appeals 

4 

4 

4 

4 

5 

25.0% 

Taxi  Commission 

4 

5 

3 

5 

n/a 

Aging  & Adult  Services’ 

131 

131 

142 

-100.0% 

Total  Employees 

29,505 

29,402 

28,515 

27,568 

27,622 

-6.4% 

Source:  HR  Information  System 

1-  In  FY  2004-05,  the  department  of  Aging  & Adult  Services  became  part  of  the  Human  Services  Agency 

2-  In  FY  2005-06,  the  Health  Service  System  became  a distinct  department  from  the  Department  of  Human 
Resources. 
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2.4.4  Citywide  Average  Age  and  Length  of  Service 

o The  average  age  for  City  employees  rose  from  45.9  years  old  in  FY  2001-02  to  47.2  years 
old  in  FY  2005-06,  and  the  average  length  of  service  increased  from  12  years  to  13.1 
years. 


Citywide  Average  Age  and  Length  of  Service 


Characteristic 

FY02 

FY03 

FY04 

FY05 

FY06 

Five  Year 
Average 

Citywide  Average  Age 

45.9 

46.2 

46.7 

47.0 

47.2 

46.6 

Citywide  Average  Length  of  Service 

12.0 

12.3 

12.7 

13.0 

13.1 

12.6 

Source:  HR  Information  System 

2.4.5  New  Hires  by  MSA 

o New  hires  refer  to  employees  who  are  new  to  City  service.  They  exclude  hires  of 

temporary  exempt  (TEX)  employees  as  well  as  movements  of  existing  employees  among 
departments  through  reassignments,  transfers,  promotions,  demotions,  and  rehires  made 
within  a week  of  a prior  appointment. 

o In  each  of  the  last  five  years,  except  for  FY  2005-06,  MSA  D Community  Health  had  the 
highest  number  of  new  hires,  followed  by  MSA  B Public  Works,  Transportation,  & 
Commerce  and  MSA  A Public  Protection. 


A:  Public  Protection 

337 

296 

136 

254 

372 

1,395 

B:  Public  Works.  Transportation,  & Commerce 

521 

269 

290 

259 

333 

1,672 

C:  Human  Welfare  & Neighborhood  Development 

149 

95 

102 

126 

189 

661 

D:  Community  Health 

550 

376 

269 

361 

376 

1,932 

E:  Culture  & Recreation 

117 

58 

38 

42 

74 

329 

F;  General  Administrative  & Finance 

185 

99 

143 

130 

190 

747 

Total 

1,859 

1,193 

978 

1,172 

1,534 

6,736 

Source:  HR  Information  System 

o All  MSAs  except  MSA  B Public  Works,  Transportation  & Commerce  experienced  the 
lowest  level  of  new  hires  in  either  FY  2002-03  or  FY  2003-04,  which  demonstrates  how 
departments  slowed  their  hiring  before  the  years  with  the  largest  number  of  layoffs,  FY 
2003-04  and  FY  2004-05. 
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New  Hires  by  MSA 
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Administrative  & 
Finance 


2.4.6  New  Hires  by  Department 

o Public  Health  and  MTA  had  the  largest  number  of  new  hires  steadily  over  the  last  five 
years.  Smaller  departments  with  low  turnover  had  few  or  no  hires,  including  the  Civil 
Service  Commission,  Board  of  Appeals,  and  the  Academy  of  Sciences.  Turnover  rates 
are  presented  in  sections  2.4.13  through  2.4.17. 

o The  largest  number  of  rehires  during  the  period  occurred  in  FY  2005-06.  In  that  year, 
rehires  of  employees  accounted  for  at  least  a quarter  of  total  new  hires  at  eight 
departments,  including  50%  at  the  Taxi  Commission. 
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New  Hires  by  Department 


Dept 

Fy02“ 

FY03 

FY04 

FY05 

FYOe 

“ Total” 

AAM 

ASIAN  ART  MUSEUM 

27 

1 

1 

6 

38 

ADM 

ADMIN  SERVICES 

25 

25 

8 

15 

22 

95 

ADP 

ADULT  PROBATION 

4 

2 

1 

7 

AGE 

AGING  & ADULT  SERVICES 

3 

1 

2 

6 

AIR 

AIRPORT 

34 

18 

21 

50 

43 

166 

ART 

ARTS  COMMISSION 

6 

1 

2 

2 

11 

ASR 

ASSESSOR  / RECORDER 

3 

7 

9 

4 

13 

36 

BOS 

BOARD  OF  SUPERVISORS 

9 

9 

14 

12 

7 

51 

CAT 

CITY  ATTORNEY 

33 

14 

34 

15 

25 

121 

CFC 

CHILDREN  & FAMILIES  COMMISSION 

3 

2 

3 

3 

11 

CHF 

CHILDREN,  YOUTH  & THEIR  FAMILIES 

12 

5 

1 

4 

10 

32 

CON 

CONTROLLER 

16 

11 

9 

31 

20 

87 

CPC 

CITY  PLANNING 

23 

2_ 

3 

5 

30 

63 

CSC 

CIVIL  SERVICE 

2 

2 

CSS 

CHILD  SUPPORT  SERVICES 

22 

3 

7 

13 

9 

54 

DAT 

DISTRICT  ATTORNEY 

10 

7^ 

10 

23 

22 

72 

DBI 

DEPARTMENT  OF  BUILDING  INSPECTION 

7 

3 

14 

6 

30 

60 

DPH 

PUBLIC  HEALTH 

550 

376 

269 

361 

376 

1,932 

DPW 

GENERAL  SERVICES  AGENCY  - PUBLIC  WORKS 

26 

33 

14 

29 

46 

148 

DSS 

HUMAN  SERVICES  AGENCY 

96 

64 

72 

93 

154 

479 

ECD 

EMERGENCY  COMMUNICATIONS  DEPARTMENT 

19 

48 

40 

43 

47 

197 

ECN 

ECONOMIC  & WORKFORCE  DEVELOPMENT 

2 

1 

2 

3 

3 

11 

ENV 

ENVIRONMENT 

10 

14 

20 

11 

8 

63 

ETH 

ETHICS 

1 

1 

1 

3 

FAM 

FINE  ARTS  MUSEUM 

2 

12 

14 

FIR 

FIRE  DEPARTMENT 

70 

92 

2 

80 

75 

319 

HRC 

HUMAN  RIGHTS 

1 

1 

2 

HRD 

HUMAN  RESOURCES 

9 

7 

4 

6 

16 

42 

HSS 

HEALTH  SERVICE  SYSTEM 

4 

4 

JUV 

JUVENILE  PROBATION 

5 

1 

1 

1 

8 

LIB 

PUBLIC  LIBRARY 

24 

7 

18 

11 

18 

78 

MTA 

MTA  - MUNICIPAL  RAILWAY 

353 

146 

120 

67 

86 

772 

MYR 

MAYOR 

20 

8 

32 

19 

18 

97 

PAB 

BOARD  OF  APPEALS 

1 

1 

2 

PDR 

PUBLIC  DEFENDER 

14 

19 

28 

5 

13 

79 

POL 

POLICE 

105 

86 

48 

91 

152 

482 

PRT 

PORT 

18 

7 

3 

5 

17 

50 

PUC 

PUBLIC  UTILITIES 

80 

60 

116 

99 

101 

456 

REC 

RECREATION  & PARK 

80 

23 

19 

25 

36 

183 

REG 

ELECTIONS 

2 

1 

1 

1 

1 

6 

RET 

RETIREMENT  SYSTEM 

^ 

3 

7 

3 

7 

21 

RNT 

RENT  ARBITRATION  BOARD 

4 

2 

6 

SCI 

ACADEMY  OF  SCIENCES 

i" 

1 

SHF 

SHERIFF 

110 

42 

6 

11 

62 

231 

TIS 

GENERAL  SVCS  AGENCY  - TELECOM&INFO  SVCS 

34 

5 

15 

6 

16 

76 

TTX 

TREASURER/TAX  COLLECTOR 

10 

6 

7 

12 

8 

43 

TXC 

TAXI  COMMISSION 

1 

6 

7 

WAR 

WAR  MEMORIAL 

3 

T 

4 

WOM 

DEPARTMENT  OF  THE  STATUS  OF  WOMEN 

3 

1 

1 

3 

8 

Total 

1,859 

1,193 

978 

1,172 

1,534 

6,736 

Source: 

HR  Information  System 
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2.4.7  New  Hires  by  Age  Group 

o Hiring  was  highest  in  all  years  among  the  25-34  age  group,  followed  by  the  35-44  and 
45-54  age  groups.  Hiring  was  lowest  in  all  years  among  the  65+  age  group,  slightly 
higher  among  the  55-64  age  group,  and  low  but  growing  in  the  under  25  group. 


New  Hires  by  Age  Group 


" i 

FY02 

PW3";i 

FYd4 

FY05'“ 

FYd6" 

<25 

129 

103 

58 

97 

128 

515 

25-34 

709 

458 

335 

466 

568 

2,536 

35-44 

573 

357 

326 

314 

466 

2,036 

45-54 

360 

225 

194 

214 

269 

1,262 

55-64 

85 

47 

60 

75 

99 

366 

65+ 

3 

3 

5 

6 

4 

21 

Total 

1,859 

1,193 

978 

1,172 

1,534 

6,736 

Isource:  HR  Information  System  | 

New  Hires  by  Age  Group 
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2.4.8  New  Hires  by  County  of  Residence 

o As  with  current  employees,  nearly  all  (95.3%)  newly  hired  employees  in  the  past  five 
years  lived  in  Bay  Area  counties  at  the  time  of  hire.  It  is  possible  that  new  employees 
moved  after  they  were  hired. 

o On  average,  compared  to  all  current  employees  (section  2.3. 10),  employees  hired  within 
the  past  five  years  are  more  likely  to  be  residents  of  San  Francisco  or  Alameda  counties, 
and  less  likely  to  be  residents  of  San  Mateo  or  Contra  Costa  counties. 
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New  Hires  by  County  of  Residence 


County 

FY02 

FY03 

FY04 

FY05 

) . ..“^IFweTiaiF: 

FY06  ti 

Av^ase 

Bay  Area  Counties 

Alameda 

241 

149 

120 

157 

190 

171 

12.7% 

Contra  Costa 

172 

84 

67 

119 

118 

112 

8.3% 

Marin 

50 

40 

29 

32 

33 

37 

2.7% 

Napa 

10 

2 

1 

3 

- 

3 

0.2% 

San  Francisco 

856 

522 

495 

531 

767 

634 

47.1% 

San  Mateo 

343 

248 

166 

204 

304 

253 

18.8% 

Santa  Clara 

19 

17 

19 

20 

32 

21 

1.6% 

Solano 

55 

42 

22 

36 

31 

37 

2.8% 

Sonoma 

17 

17 

6 

20 

14 

15 

1.1% 

Subtotal  Bay  Area  Counties 

1,763 

1,121 

925 

1,122 

1,489 

1,284 

95.3% 

Outside  of  Bay  Area 

96 

72 

53 

50 

45 

63 

4.7% 

Total 

1,859 

1,193 

978 

1,172 

1,534 

1,347 

100.0% 

[source:  HR  Information  System  | 

2.4.9  Separations  by  Reason 


o Separations  reflect  the  proportion  of  City  employees  who  leave  City  employment  each 
year.  These  separations  can  either  be  voluntary  or  involuntary.  In  this  section,  a number 
of  record  types  have  been  excluded  in  order  to  capture  the  original  reason  an  employee 
left  City  employment. 

o The  total  number  of  separations  decreased  in  FY  2002-03,  due  to  a large  (22%)  drop  in 
resignations  with  satisfactory  service,  perhaps  due  to  the  tighter  labor  market  conditions 
at  that  time.  Total  separations  increased  slightly  in  FY  2003-04  due  to  layoffs,  spiked  in 
FY  2004-05  due  to  layoffs  and  a particularly  large  number  of  retirements,  and  returned  to 
FY  2003-04  levels  in  FY  2005-06. 

o Between  FY  2001-02  and  FY  2005-06,  a total  of  487  layoffs  were  processed,  with  a peak 
of  263  layoffs  in  FY  2004-05.  In  FY  2005-06,  layoffs  returned  to  their  pre-peak  level  of 
slightly  less  than  thirty. 

o On  average,  between  FY  2001-02  and  FY  2005-06  there  were  approximately  775 
retirements  per  year,  with  a peak  of  946  retirements  in  FY  2004-05.  In  FY  2003-04  the 
City  implemented  an  Early  Retirement  Program  to  mitigate  the  impact  of  layoffs. 


For  example,  an  employee  may  be  laid  off  or  resign  with  satisfactory  service,  and  later  within  the  fiscal  year, 
decide  to  retire  and  begin  receiving  retirement  benefits.  In  such  cases  where  there  are  two  separation  records  within 
the  same  fiscal  year,  the  table  below  captures  only  the  first.  Also,  all  separations  of  temporary  exempt  employees  are 
excluded  (not  just  those  with  an  as-needed  schedule  as  in  the  above  tables)  because  of  DHR’s  administrative  policy 
prior  to  July  1,  2005  to  separate  them  at  the  end  of  the  fiscal  year  in  order  to  comply  with  the  City  Charter  limit  of 
1,040  hours  worked  per  temporary  exempt  appointment  in  a fiscal  year. 
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Employees  in  layoff  job  classes  meeting  age  and  service  requirements  were  offered  an 
opportunity  to  retire  up  to  three  years  early,  thus  allowing  the  City  to  limit  involuntary 
layoffs. 

o The  number  of  terminations  remained  relatively  stable  throughout  the  period,  except  for  a 
notable  decrease  in  FY  2002-03,  due  largely  to  the  drop  in  the  number  of  resignations 
noted  above. 


Total  Separations  by  Reason 


Total  Layoffs,  All  Reasons 

1261^28 

141 

263 

1 29 

487 

RET 

Early  Retirement 

- 

7 

124 

68 

199 

Normal  Retirement 

613 

722 

681 

788 

683 

3,487 

Other 

43 

51 

42 

34 

13 

183 

Total  Retirements,  All  Reasons 

656 

773 

730 

946 

764 

3,869 

TER 

Death 

55 

72 

103 

88 

82 

400 

Dismissal  of  Permanent  Employee 

37 

36 

40 

29 

42 

184 

Release  from  Probation 

123 

73 

63 

60 

82 

401 

Release  - NCS,  TPV,  Exempt 

40 

47 

70 

46 

32 

235 

Resign  - Satisfactory  Service 

765 

594 

618 

753 

721 

3,451 

Resign  - Unsatisfactory  Servce 

33 

24 

27 

24 

22 

130 

Other 

57 

39 

83 

76 

71 

326 

Total  Terminations,  All  Reasons 

1,110 

885 

1,004 

1,076 

1,052 

5,127 

Total,  All  Actions  | 1,792  | 1,686  | 1,875  | 2,285  | 1,845 

9,483 

Source:  HR  Information  System 


Total  Separations 


2.500 

2,000 

1.500 

1,000 

500 

FY02  FY03  FY04  FY05  FY06 


Layoff 

Retirement 

Termination 

Total 


o On  average  over  the  last  five  fiscal  years,  80%  of  separations  were  voluntary,  and  20%  of 
separations  were  involuntary. 
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2.4.10  Voluntary  Separations 

o Voluntary  separations  are  defined  as  those  that  are  voluntary  on  the  part  of  the  employee. 
With  the  exception  of  resignations  with  unsatisfactory  service,  these  are  separations  that 
the  City  could  influence  through  additional  retention  programs.  It  is  likely  that  a portion 
of  resignations  with  satisfactory  service  are  related  to  conduct  and  performance  problems; 
the  City  would  not  choose  to  address  these  cases  through  retention  programs.  Between 
FY  200 1 -02  and  FY  2005-06,  voluntary  separations  peaked  in  FY  2004-05,  due  to  early 
retirements  and  higher  numbers  of  regular  retirements  and  resignations. 


Voluntary  Separations 

RET  ^ 

Early  Retirement 

1 - i 

1 

124 

68 

199 

Normal  Retirement 

! 61^1 

722 

681 

788 

683 

3,487 

Other 

43 

51 

42 

34 

13 

183 

Total  Retirements,  All  Reasons 

656 

773 

730 

946 

764 

3,869 

TER 

Resign  - Satisfactory  Service 

765 

594 

618 

753 

721 

3,451 

Resign  - Unsatisfactory  Servce 

33 

24 

27 

24 

22 

130 

Other 

9 

4 

23 

31 

29 

96 

Total  Terminations,  All  Reasons 

807 

622 

668 

808 

772 

3,677 

Total,  All  Actions 

1,463  I 

1,395 

1,398 

i 1.754 

1 1,536 

t 7,546 

Source:  HR  Information  System 

2.4.11  Involuntary  Separations 

o Involuntary  separations  are  defined  as  those  that  are  not  voluntary  on  the  part  of  the 
employee.  Between  FY  2001-02  and  FY  2005-06,  involuntary  separations  peaked  in  FY 
2004-05  due  to  layoffs. 
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Involuntary  Separations  | 

\ 28] 

r 2™ 

mmm 

I 4871 

TER 

Death 

55 

72 

103 

88 

82 

400 

Dismissal  of  Permanent  Employee 

37 

36 

40 

29 

42 

184 

Release  from  Probation 

123 

73 

63 

60 

82 

401 

Release  - NCS,  TPV,  Exempt 

40 

47 

70 

46 

32 

235 

Other 

48 

35 

60 

45 

42 

230 

iTotal  Terminations,  All  Reasons 

303 

263 

336 

268 

280 

1,450 

1 1 

[Total,  All  Actions 

I 329 

I 291 

477 

1 531 

I 309 

1 1,937  I 

Isource;  HR  Information  System  | 

2.4.12  Age  at  Separation 

o The  average  age  at  separation  increased  4.4%  between  FY  2001-02  and  FY  2005-06, 
from  48.2  years  to  50.3  years. 


Average  Age  at  Separation 


FY02 

48.2 

FY03 

50.2 

FY04 

50.6 

FY05 

51.2 

FY06 

50.3 

Average  all  years 

50.2 

Source:  HR  Information  System 

o Employees  who  retired  were  older  than  those  who  were  laid  off  or  tenninated  for  any 
reason.  The  average  age  of  employees  who  retired  was  approximately  60,  those  who 
tenninated  employment  for  other  reasons  were  approximately  43,  and  those  laid  off  were 
46  on  average.  By  comparison,  the  average  age  at  retirement  for  the  City  and  County  of 
Denver  was  60.8  years. 


Average  Age  of  Separation  by  Action 


Layoff 

43.0 

43.8 

45.8 

46.6 

52.2 

46.4 

Retirement 

59.8 

59.0 

59.6 

60.0 

59.3 

59.6 

Termination 

41.5 

42.7 

44.7 

44.5 

43.6 

43.4 

All  Actions 

48.2 

50.2 

50.6 

51.2 

50.3 

50.2 

Source:  HR  Information  System 
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2.4.13  Turnover  Rate 

o Turnover  rates  are  calculated  by  dividing  the  total  number  of  separations  in  a fiscal  year 
by  the  average  number  of  employees  in  the  year.  Two  points  in  time  in  each  fiscal  year — 
October  1 and  April  1 — were  used  to  calculate  the  average  number  of  employees.  These 
are  points  during  the  year  when  there  are  not  typically  large  changes  in  employee 
numbers,  as  there  are  at  the  start  and  end  of  the  calendar  and  fiscal  year  cycles. 

o According  to  a 2002  survey  on  turnover  in  public  sector  organizations  conducted  by  the 
International  Public  Managers  Association,  average  turnover  was  8.1%  among  the  1 1 1 
municipal  jurisdictions  surveyed  and  7.9%  among  the  31  counties.  Turnover  in  San 
Francisco  during  the  last  five  years  ranged  from  a low  of  5.9%  in  FY  2002-03  to  a high 
of  8.5%  in  FY  2004-05,  and  averaged  6.8%  per  year  over  the  period. 

o San  Francisco’s  FY  2001-02  turnover  rate  of  6.3%  was  just  under  the  average  turnover 
rate  of  6.5%  among  jurisdictions  participating  in  ICMA’s  Center  for  Performance 
Measurement  FY  2002  survey. 

o Turnover  is  generally  higher  when  labor  market  demand  is  high,  in  jurisdictions  with  a 
large  number  of  employees  reaching  retirement  age.  It  is  generally  lower  among  public 
safety  employees. 


Turnover  Rate  by  Fiscal  Year 


6^%  sWo  6T% 

8.5% 

6.9% 

6.8% 

Isource:  HR  Information  System 

2.4.14  Turnover  Rate  by  Major  Service  Area 

o Average  turnover  during  the  last  five  fiscal  years  was  highest  in  MSA  F General 
Administration  and  Finance,  and  lowest  in  MSA  B Public  Works,  Transportation  and 
Commerce.  Turnover  spiked  in  FY  2004-05  in  all  MSAs  except  for  MSA  A Public 
Protection.  The  greatest  one-year  difference  in  turnover  rates  was  in  MSA  E Culture  & 
Recreation  in  FY  2004-05. 


Turnover  Rate  by  MSA 


A PUBLIC  PROTECTION 

5.2% 

7.0% 

6.0% 

6.0% 

6.0% 

6.0% 

B PUBLIC  WORKS,  TRANSPORTATION  & COMMERCE 

5.6% 

4.9% 

5.5% 

7.3% 

6.1% 

5.9% 

C HUMAN  WELFARE  & NEIGHBORHOOD  DEVELOPMENT 

8.0% 

5.3% 

7.9% 

1 1 .8% 

8.2% 

8.2% 

D COMMUNITY  HEALTH 

7.8% 

6.1% 

8.4% 

9.4% 

8.0% 

7.9% 

E CULTURE  & RECREATION 

5.0% 

5.5% 

7.0% 

12.9% 

7.7% 

7.6% 

F GENERAL  ADMINISTRATION  & FINANCE 

7.8% 

7.5% 

7.9% 

1 1 .4% 

8.3% 

8.6% 

Source:  HR  Information  System 
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T urnover  Rate  by  MSA 


•B  PUB  WORKS, 
TRANSPORT  & 
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2.4.15  Turnover  Rate  by  Department 

o Average  turnover  rates  between  FY  2001-02  and  FY  2005-06  by  department  for  the  30 
largest  departments  in  FY  2005-06  ranged  from  lows  of  5.1%  in  the  Police  Department  to 
16.0%  in  the  Mayor’s  Office.  Turnover  rates  for  smaller  departments  are  not  shown;  rates 
vary  dramatically  from  year  to  year  because  of  their  small  size  but  may  not  be 
meaningful. 

o Average  turnover  in  the  Mayor’s  Office  (MYR)  and  Emergency  Communications  (ECD) 
was  significantly  higher  than  in  all  others.  Fligher  turnover  in  the  Mayor’s  Office  is 
generally  expected,  given  the  high  number  of  at  will  appointments.  However,  turnover 
rates  in  the  Emergency  Communications  Department  (ECD)  were  consistently  high 
during  the  entire  period,  reflecting  Icnown  recmitment  and  retention  difficulties.  Average 
turnover  in  the  Planning  Department  (CPC),  Recreation  and  Parks  Department  (REC), 
Child  Support  Services  (CSS),  and  many  other  departments  spiked  in  one  or  two  fiscal 
years,  particularly  FY  2004-05. 
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o Comparing  some  of  the  turnover  rates  above,  with  a sampling  of  three  departments  in 
Philadelphia,  shows  that  turnover  for  FY  2005-06  in  Philadelphia’s  City  Planning  (12.1%) 
was  higher  than  San  Francisco’s  City  Planning  (7.4%),  was  higher  in  Philadelphia’s 
Revenue  Collection  (7%)  compared  to  San  Francisco’s  Treasurer/Tax  Collector  (6.4%), 
and  also  higher  in  Philadelphia’s  Auditing/Accounting  (8.5%)  than  in  San  Francisco’s 
Controller’s  Office  (6.4%). 


2.4.16  Turnover  Rate  by  Age  Group 

o Perhaps  predictably,  turnover  rates  between  FY  2001-02  and  FY  2005-06  were  highest 
among  employees  in  the  65+  and  55-64  age  groups  as  employees  became  eligible  for 
retirement.  Turnover  was  also  high  among  those  under  25,  a small  group  where 
separations  were  highest  among  new  Q 2 Police  Officers,  8300  Sheriff  Cadets,  and  2320 
Nurses.  Turnover  was  lowest  among  those  in  the  35-44  and  45-54  age  groups.  Rates 
spiked  in  FY  2004-05  for  all  but  the  35-44  age  group. 
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Turnover  Rate  by  Age  Group 


<25 

12.3% 

12.6% 

12.6% 

23.7% 

18.9% 

16.0% 

25-34 

7.8% 

5.5% 

7.1% 

9.5% 

8.0% 

7.6% 

35-44 

4.5% 

3.5% 

4.1% 

4.5% 

4.2% 

4.2% 

45-54 

3.9% 

4.0% 

4.2% 

5.4% 

4.3% 

4.4% 

55-64 

1 1 .0% 

1 1 .7% 

12.2% 

15.3% 

12.2% 

12.5% 

65+ 

25.4% 

24.4% 

31.0% 

39.7% 

26.3% 

29.4% 

Source:  HR  Information  System 

Turnover  Rate  by  Age  Group 


2.4.17  Turnover  Rate  by  Length  of  Service 

o In  general,  turnover  rates  from  FY  2001-02  to  FY  2005-06  coiTesponded  to  length  of 
service;  as  years  of  service  increased,  and  employees  reached  retirement  eligibility,  so  did 
turnover.  The  only  aberration  was  for  employees  with  five  or  fewer  years  of  seiwice, 
which  experienced  turnover  rates  in  between  the  25-29  years  and  20-24  years  groups.  In 
every  year,  turnover  rates  between  FY  2001-02  and  FY  2005-06  were  largest  among 
those  with  30  or  more  years  of  service. 


Turnover  Rate  by  Length  of  Service 


1 FY02 

FY03 

FV04 

FY05 

FYOe 

<5 

8.2% 

6.3% 

7.6% 

10.3% 

9.1% 

8.3% 

5-9 

3.9% 

3.2% 

4.6% 

5.3% 

4.8% 

4.4% 

10-14 

4.6% 

3.8% 

5.0% 

5.5% 

4.0% 

4.6% 

15-19 

4.8% 

4.5% 

4.8% 

6.5% 

4.9% 

5.1% 

20-24 

4.4% 

5.1% 

6.4% 

8.9% 

6.6% 

6.3% 

25-29 

6.8% 

9.4% 

8.9% 

1 1 .9% 

9.2% 

9.2% 

30+ 

18.9% 

22.9% 

20.3% 

26.2% 

22.4% 

22.2% 

Isource:  HR  Information  System  I 
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Turnover  Rate  by  Length  of  Service  Group 


2.4.18  Paid  Leave 

o Citywide  total  paid  leave  usage  for  the  five  major  types  of  paid  leave  increased  between 
FY  200 1 -02  and  FY  2005-06,  from  16.2%  of  hours  to  16.7%  of  hours. All  other  types 
of  paid  leave  outside  of  these  five  largest — including  disability,  educational,  parental, 
jury  duty,  and  other  paid  leaves — typically  account  for  an  additional  1%. 

o Vacation  constituted  the  largest  portion  of  paid  leave  in  all  years,  nearly  5.5%  of  total 
hours.  In  comparison,  for  Denver’s  civilian  employees'^  6%  of  hours  were  for  vacation 
during  2005. 


Citywide  Leave  Usage,  Five  Largest  Types  of  Leave,  FY02  - FY06 


CitywffliB  Av«eage 

Floating 

Holiday 

Legal 

Holiday 

Comp  ! 
Time 

Paid  Sick 
Leave 

Vacation 

Total  Paid^ 
i Leave  ! 

FY02 

1 .3% 

3.9% 

1.3% 

4.2% 

5.5% 

16.2% 

FY03 

1 .5% 

3.9% 

1.3% 

4.3% 

5.6% 

16.5% 

FY04 

2.8% 

3.8% 

1.1% 

4.3% 

5.4% 

17.5% 

FY05 

2.7% 

3.7% 

1.1% 

4.2% 

5.4% 

17.1% 

FY06 

2.5% 

3.7% 

1.1% 

4.1% 

5.3% 

16.7% 

1 Source:  Controller's  Office  | 

o Total  paid  leave  usage  increased  in  all  major  service  areas  (MS As)  between  FY  2001-02 
and  FY  2005-06,  with  the  MSA  A Public  Protection  having  the  highest  total  paid  leave 
usage  in  FY  2005-06.  This  MSA  includes  the  Police  and  Sheriffs  departments,  which 
have  a higher  use  of  compensatory  time  used  (that  is,  use  of  time  earned  in  lieu  of  extra 


The  table  "Citywide  Leave  Usage,  Five  Larges  Types  of  Leave,  FY  02-06”  shows  the  weighted  average  among 
MSAs  of  the  five  major  leave  types. 

Employees  for  the  City  and  County  of  Denver  are  categorized  as  Civil  Service,  “uniformed”  employees  in  the 
police  and  fire  departments,  or  Career  Service,  “civilian”  employees  in  all  other  departments,  including  those  in  the 
sheriff  s department. 
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pay  for  overtime  hours  worked).  It  excludes  the  Fire  Department  because  firefighters 
receive  a 7%  premium  in  lieu  of  time  off  on  legal  holidays. 

o During  the  FY  2001-02  to  FY  2005-06  period,  employees  earned  between  44  and  54  days 
off  per  year,  or  17%  to  21%  paid  time  off,  including  1 1 legal  holidays,  up  to  10  floating 
holidays  (depending  on  year  and  labor  agreement),  10  to  20  vacation  days  (depending  on 
years  of  service),  and  13  days  of  paid  sick  leave. 

o With  the  exception  of  Public  Protection,  less  than  0.5%  of  “Other  Paid  Leave”  was  used 
in  most  MSAs.'^  Other  paid  leave  is  highest  in  Public  Protection  because  for  this  group  it 
includes  Disability  Pay,  the  full  time  pay  employees  receive,  untaxed,  for  up  to  one  year 
per  work-related  injury  under  State  Labor  Code  section  4850,  as  well  as  Workers’ 
Compensation  Supplemental  Leave  Pay,  which  supplements  wages  after  the  one  year 
period  expires. 

o The  Board  of  Supervisors  is  excluded  from  MSA  F General  Administrative  and  Finance 
because  elected  officials  do  not  record  leave  hours,  and  the  Elections  department  is 
excluded  because  it  has  a high  proportion  of  as-needed  staff  that  are  not  eligible  for  leave. 


Other  paid  leave  types  include  Administrative  Leave,  Assault  Leave.  Bereavement  Leave.  Educational  Leave. 
Executive  Leave,  Jury  Duty  Leave,  Military  Leave,  Parent/Teaclier  Conference  Leave,  Parental  Leave,  and 
Workers’  Compensation  Supplemental  Leave  Pay. 
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Paid  Leave  by  Major  Service  Area 


Td&? 

Malor  Service  Area 

Legal 

Holiday 

Floating 

Holiday 

Vacation 

Paid  Sick 
Leave  n 

Comp 

Time 

Paid 

Leave 

Paid 

Leave 

A:  Public  Protection 

FY02 

4.5% 

1.3% 

5.5% 

3.7% 

3.2% 

2.3% 

20.5% 

FY03 

4.4% 

1.6% 

5.5% 

3.8% 

3.2% 

2.6% 

21.2% 

FY04 

4.4% 

2.8% 

5.5% 

3.8% 

2.7% 

2.6% 

21.9% 

FY05 

4.4% 

2.4% 

5.6% 

3.8% 

2.7% 

2.7% 

21.6% 

FY06 

4.4% 

2.1% 

5.8% 

3.7% 

2.3% 

3.2% 

21.5% 

B:  Public  Works,  Transportation,  & 
Commerce 

FY02 

4.1% 

1.4% 

5.5% 

4.3% 

0.8% 

0.3% 

16.4% 

FY03 

4.1% 

1.5% 

5.6% 

4.4% 

0.8% 

0.2% 

16.7% 

FY04 

4.1% 

3.0% 

5.4% 

4.3% 

0.7% 

0.3% 

17.7% 

FY05 

3.8% 

2.9% 

5.3% 

4.1% 

0.6% 

0.2% 

17.0% 

FY06 

3.8% 

2.7% 

5.4% 

4.1% 

0.6% 

0.3% 

16.9% 

C:  Human  Welfare  & 

Neighborhood  Development 

FY02 

4.2% 

1.2% 

5.3% 

4.3% 

1.1% 

0.0% 

16.2% 

FY03 

4.2% 

1.5% 

5.1% 

4.3% 

1.1% 

0.1% 

16.4% 

FY04 

4.2% 

3.3% 

5.1% 

4.2% 

1.0% 

0.1% 

17.8% 

FY05 

4.0% 

3.3% 

5.1% 

4.1% 

0.8% 

0.1% 

17.5% 

FY06 

4.1% 

3.0% 

4.5% 

3.7% 

0.8% 

0.1% 

16.3% 

D:  Community  Health 

FY02 

3.8% 

1.4% 

5.1% 

4.2% 

0.9% 

0.4% 

15.8% 

FY03 

3.8% 

1.7% 

5.1% 

4.2% 

0.9% 

0.5% 

16.1% 

FY04 

3.8% 

2.9% 

5.1% 

4.2% 

0.7% 

0.5% 

17.2% 

FY05 

3.6% 

2.7% 

4.9% 

4.1% 

0.9% 

0.4% 

16.6% 

FY06 

3.7% 

2.5% 

5.0% 

4.0% 

0.9% 

0.4% 

16.4% 

E:  Culture  & Recreation 

FY02 

4.0% 

1.3% 

5.3% 

4.2% 

0.7% 

0.1% 

15.5% 

FY03 

4.0% 

1.5% 

5.4% 

4.5% 

0.7% 

0.0% 

16.2% 

FY04 

3.9% 

3.2% 

5.1% 

4.2% 

0.7% 

0.2% 

17.2% 

FY05 

3.7% 

3.3% 

5.2% 

4.1% 

0.6% 

0.2% 

17.0% 

FY06 

3.7% 

3.0% 

5.1% 

3.8% 

0.7% 

0.2% 

16.4% 

F:  General  Administration  & Finance 
FY02 

4.2% 

1.3% 

4.9% 

4.1% 

1 .4% 

0.0% 

16.0% 

FY03 

4.2% 

1.6% 

5.0% 

4.3% 

1.4% 

0.0% 

16.5% 

FY04 

4.2% 

3.4% 

4.8% 

4.1% 

1.1% 

0.2% 

17.8% 

FY05 

4.1% 

3.6% 

4.8% 

4.0% 

0.9% 

0.2% 

17.5% 

FY06 

4.1% 

3.1% 

4.9% 

3.9% 

1.1% 

0.1% 

17.2% 

Isource:  Calculated  using  Controller's  Office  payroll  data.  | 

2.4.19  Compensatory  Time 

o When  most  employees  work  more  than  their  scheduled  hours,  and  in  accordance  with  the 
applicable  labor  agreement,  they  can  be  paid  in  dollars  or  in  hours  of  paid  leave.  Comp 
time  earned  reflects  overtime  paid  in  time  off.  Comp  time  earned  was  consistently  highest 
in  MSA  A Public  Protection.  Between  FY  2001-02  and  FY  2005-06,  the  percentage  of 
comp  time  earned  decreased  in  all  MSAs. 
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Comp  Time  Earned  per  MSA  from  FY02  through  FY06 


Major  Service  Area  (MSSA) 

FY02 

FY03 

FY04 

FY05 

FY06 

Cteange  . 
Between  I 
FY02and 
FY05 

A:  Public  Protection 

2.8% 

2.8% 

2.2% 

2.7% 

-0.4% 

B:  Public  Works,  Transportation,  & Commerce 

0.7% 

0.7% 

0.5% 

0.6% 

0.5% 

-0.2% 

C:  Human  Welfare  & Neighborhood  Development 

0.9% 

0.9% 

0.8% 

0.8% 

0.7% 

-0.2% 

D:  Community  Health 

0.7% 

0.7% 

0.6% 

0.9% 

0.5% 

-0.2% 

E:  Culture  & Recreation 

0.6% 

0.6% 

0.6% 

0.6% 

0.5% 

-0.1% 

F:  General  Administration  & Finance 

1 .0% 

1 .0% 

0.7% 

0.9% 

0.7% 

-0.3% 

1 Source:  Controller’s  Office  payroll  data  | 

2.4.20  Overtime 

o Overtime  hours  decreased  from  FY  2001-02  through  FY  2003-04,  and  then  increased  in 
the  final  two  years  of  the  period.  Total  hours  were  6.7%  lower  in  FY  2005-06  than  in  FY 
2001-02. 

o Citywide,  MSA  A Public  Protection  and  MSA  B Public,  Works,  and  Commerce  had  the 
largest  amount  of  overtime  hours  between  FY  2001-02  to  FY  2005-06.  Public  Protection 
includes  the  Police,  Fire,  and  Sheriff  s departments,  while  Public,  Works,  Transportation, 
and  Commerce  includes  the  MTA  and  Public  Utilities  Commission. 


Overtime  by  MSA  FY02  - FY06 


A;  Public  Protection 

948,008 

925,757 

735,192 

754,536 

878,858 

B:  Public  Works,  Transportation,  & Commerce 

1,051,444 

882,795 

922,542 

953,623 

942,007 

C:  Human  Welfare  & Neighborhood  Development 

11,763 

13,113 

12,479 

13,084 

53,292 

D:  Community  Health 

- 340,013 

342,594 

278,336 

291,313 

312,481 

E:  Culture  & Recreation 

41,197 

42,825 

39,202 

43,154 

67,953 

F:  General  Administration  & Finance 

61,085 

31,119 

41,174 

39,618 

34,110 

Total  Overtime  Hours  per  Fiscal  Year 

2,453,510 

2,238,203 

2,028,926 

2,095,327 

2,288,700 

Source:  Calculated  using  Controller’s  office  payroll  data. 

o The  top  three  departments  with  overtime  hours  over  the  past  five  years  have  been  the 
MTA  and  Police  and  Public  Flealth  departments.  Overtime  hours  for  all  three  were  lower 
in  FY  2005-06  than  in  FY  2001-02. 
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Overtime  by  Department  FY02  - F06 


Department 

FY02 

FY03 

FY04 

FY05 

~ FY06 
(sort  order) 

MTA  - MUNICIPAL  RAILWAY 

853,009 

699,509 

735,883 

757,264 

755,667 

POLICE 

510,047 

560,370 

365,022 

404,950 

453,932 

PUBLIC  HEALTH 

340,013 

342,594 

278,336 

291,313 

312,481 

SHERIFF 

179,262 

147,492 

127,469 

146,050 

200,115 

FIRE  DEPARTMENT 

205,986 

150,743 

178,535 

136,702 

151,526 

PUBLIC  UTILITIES 

104,794 

107,547 

112,174 

114,966 

111,236 

HUMAN  SERVICES  AGENCY 

11,007 

11,789 

11,269 

12,932 

53,292 

EMERGENCY  COMMUNICATIONS  DEPARTMENT 

22,187 

29,771 

24,649 

36,037 

45,197 

RECREATION  & PARK 

21,828 

20,937 

20,661 

24,836 

42,903 

AIRPORT 

27,333 

29,973 

28,089 

37,400 

31,661 

GENERAL  SERVICES  AGENCY  - PUBLIC  WORKS 

48,215 

30,937 

30,265 

29,224 

31,431 

JUVENILE  PROBATION 

30,209 

36,758 

38,741 

30,351 

27,935 

FINE  ARTS  MUSEUM 

12,793 

13,821 

10,549 

11,405 

18,866 

GENERAL  SVCS  AGENCY  - TELECOM&INFO  SVCS 

10,439 

10,071 

7,777 

17,322 

14,901 

ELECTIONS 

39,210 

13,521 

26,901 

16,583 

11,890 

DEPARTMENT  OF  BUILDING  INSPECTION 

5,816 

3,681 

4,641 

6,911 

5,962 

PORT 

11,913 

10,947 

11,359 

7,720 

5,952 

ADMIN  SERVICES 

8,924 

5,250 

5,316 

4,513 

5,721 

WAR  MEMORIAL 

2,435 

3,182 

2,701 

2,457 

2,357 

ASIAN  ART  MUSEUM 

1,868 

3,865 

3,651 

2,645 

1,807 

PUBLIC  LIBRARY 

1,954 

956 

1,404 

1,350 

1,438 

CHILDREN,  YOUTH  & THEIR  FAMILIES 

0 

0 

0 

0 

631 

ACADEMY  OF  SCIENCES 

318 

66 

237 

462 

582 

CONTROLLER 

950 

230 

307 

190 

439 

TREASURER/TAX  COLLECTOR 

588 

578 

358 

505 

270 

HUMAN  RESOURCES 

249 

373 

37 

7 

214 

ADULT  PROBATION 

317 

623 

777 

444 

154 

BOARD  OF  APPEALS 

365 

201 

131 

137 

98 

BOARD  OF  SUPERVISORS 

136 

43 

16 

24 

29 

ETHICS 

0 

0 

0 

0 

13 

ASSESSOR  / RECORDER 

18 

369 

0 

0 

4 

AGING  & ADULT  SERVICES 

625 

1,251 

1,191 

152 

0 

CITY  ATTORNEY 

561 

588 

448 

476 

0 

CITY  PLANNING 

0 

96 

15 

0 

0 

DEPARTMENT  OF  THE  STATUS  OF  WOMEN 

0 

0 

0 

0 

0 

DISTRICT  ATTORNEY 

0 

0 

0 

3 

0 

ENVIRONMENT 

131 

73 

20 

0 

0 

HUMAN  RIGHTS 

0 

0 

0 

0 

0 

MAYOR 

0 

1 

0 

0 

0 

RETIREMENT  SYSTEM 

10 

0 

0 

0 

0 

Total  Hours  per  Fiscal  Year 

2,453,510 

2,238,203 

2,028,926 

2,095,327 

2,288,700 

Isource:  Calculated  using  Controller's  office  payroll  data.  | 

2.4.21  Unpaid  Leave 

o In  certain  circumstances,  departments  have  discretion  to  grant  unpaid  leave.  Unpaid 
leaves  that  last  less  than  six  weeks  (three  pay  periods)  are  reported  from  the  payroll 
system  and  discussed  below.  See  section  2.3.1 1 for  data  on  unpaid  leaves  of  absence. 

o Health-related  issues  are  the  underlying  reason  for  over  two-thirds  of  unpaid  leave. 
Unpaid  sick  leave,  workers’  comp  leave,  and  state  disability  were  the  largest  sources  of 
unpaid  leave  hours. 
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o MSA  B,  Public  Works,  Transportation,  and  Commerce  had  the  highest  rate  of  unpaid 
leave  (approximately  5.3%),  which  was  driven  by  high  amounts  of  workers’  comp  and 
unpaid  sick  leave.  MSA  A,  Public  Protection,  had  the  lowest  rate  of  unpaid  leave 
(approximately  1 .9%),  most  likely  because  of  the  duration  of  benefits  and  presumptions 
of  work-relatedriess  of  illnesses  provided  to  safety  employees  under  state  workers’ 
compensation  laws.  Workers’  comp  leave  for  safety  employees  is  called  Disability  Pay 
and  reflected  in  Other  Paid  Leave  in  Section  2.4. 1 8 above. 


Unpaid  Leave  by  MSA  FY05  - FY06 


A:  Public  Protection 

FY05 

FY06 

0.8% 

0.9% 

0.6% 

0.6% 

0.2% 

0.2% 

0.3% 

0.2% 

0.1% 

0.2% 

1.9% 

2.0% 

B:  Public  Works,  Transportation, 

& Commerce 

FY05 

FY06 

1.8% 

2.0% 

1 .8% 

1 .7% 

0.6% 

0.7% 

0.6% 

0.7% 

0.4% 

0.2% 

5.3% 

5.4% 

C:  Human  Welfare  & 

Neighborhood  Development 

FY05 

FY06 

0.9% 

1 .0% 

0.9% 

0.5% 

0.8% 

0.6% 

0.4% 

0.3% 

0.1% 

0.1% 

3.0% 

2.5% 

D:  Community  Health 

FY05 

FY06 

1 .2% 

1.1% 

0.7% 

0.5% 

0.7% 

0.9% 

0.4% 

0.3% 

0.1% 

0.1% 

3.1% 

3.0% 

E;  Culture  & Recreation 

FY05 

FY06 

1.2% 

1.2% 

1.3% 

1 .4% 

0.7% 

0.6% 

0.4% 

0.2% 

0.1% 

0.3% 

3.6% 

3.7% 

F:  General  Administration 
& Finance 

FY05 

FY06 

0.7% 

0.9% 

0.6% 

0.3% 

0.4% 

0.4% 

0.5% 

0.5% 

0.0% 

0.0% 

2.3% 

2.1% 

Source:  Calculated  using  Controller’s  Office  payroll  data. 
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3 Appendices 


Appendix  A.  List  of  DHR  Reports 

A-1 

Appendix  B.  Glossary  of  Terms 

B-1 

Appendix  C.  Sources 

C-1 
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Appendix  A.  List  of  DHR  Reports 


F" 

, ‘ ’ titlle/Description 

Prepared 

by(1) 

' Prepared  for 

Frequency 

timing 

1 

Provisional  Employee  Report 

RAS,  MTA 

Civil  Service 
Commission 

twice 

annually 

2nd  Civil  Service  Commission 
meeting  in  February  & August 

2 

Appointment  Exempt  from  Civil  Service 
under  the  1996  Charter  Section  10.104-1 
through  10.104-12 

CS 

Civil  Service 
Commission 

as  needed 

Prior  to  approval  of  request  & 
for  number  of  appointments  of 
full  time  employees  to  exceed 
2%. 

3 

Appointment  Exempt  from  Civil  Service 
under  the  1996  Charter  Section  10.104-16 
through  10.104-18 

CS,  MTA 

Civil  Service 
Commission 

twice 

annually 

2nd  Civil  Service  Commission 
meeting  in  February  & August 

4 

Salary  Survey  for  Registered  Nurse 
Classifications 

ERD 

Civil  Service 
Commission 

once 

annually 

2nd  Civil  Service  Commission 
meeting  in  April 

~5 

Request  to  extend  Rule  1 1 3.2  - Expansion 
of  the  Certification  Rule 

RAS,  MTA 

Civil  Service 
Commission 

twice 

annually 

1st  Civil  Service  Commission 
meeting  in  June  & December 

~ 

Class  Consolidation 

CS 

Civil  Service 
Commission 

once 

annually 

2nd  Civil  Service  Commission 
meeting  in  August 

~T 

Survey  of  monthly  rates  paid  to  Police 

Office  & Fire  Fighters  in  all  cities  350,000 
or  more  in  the  State  of  California 

ERD 

Civil  Service 
Commission 

once 

annually 

2nd  Civil  Service  Commission 
meeting  in  July 

EEO  Workforce  Utilization  Analysis 

EEO 

Civil  Service 
Commission 

once 

annually 

2nd  Civil  Service  Commission 
meeting  in  August 

~9 

Annual  Report  on  the  Certification  of 
Eligibles  - Entry  and  Promotion-Uniformed 
Ranks  of  Police  and  Fire 

RAS& 

Fire  dept, 
exam  unit 

Civil  Service 
Commission 

once 

annually 

2nd  Civil  Service  Commission 
meeting  in  August 

To 

Personal  Services  Contract  Report 

CS 

Civil  Service 
Commission 

twice 

monthly 

regular  Civil  Service 

Commission  meetings 

TT 

Personal  Services  Contract  Report 

CS 

Civil  Service 
Commission 

once 

annually 

August 

TT 

Personal  Services  Contract  Report 

CS 

Civil  Service 
Commission 

once 

annually 

September 

Ta 

Prevailing  Wage  Rates 

ERD 

Civil  Service 
Commission 

once 

annually 

2nd  Civil  Service  Commission 
meeting  in  September 

TT 

Special  Monitor  Reports  - Inspection 
Service:  Office  of  the  Assessor-Recorder 

CS 

Civil  Service 
Commission 

once 

annually 

Special  Report  - 2nd  Civil 

Service  Commission  meeting  in 
January 

T? 

MCCP  Status  Grant  Report 

RAS 

Civil  Service 
Commission 

twice 

annually 

2nd  Civil  Service  Commission 
meeting  in  June  & December 

(1)  Abbreviations: 

ADM  - Administrative  Division 

CS  - Client  Services 

EEC  - Equal  Employment  Opportunity 

ERD  - Employee  Relations 

MTA  - Municipal  Transportation  Agency  (separate  department  from  DHR) 

RAS  - Recruitment  & Assessment  Services 

WCD  - Workers'  Compensation 

WFD  - Workforce  Development  & Training 
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. 

THte/Descdption 

Pr^ared 

by(1) 

Prepared  lor 

Frequency 

16 

Efficiency  Plan 

ADM 

Mayor's  Cffice 

once 

annually 

early  November 

17 

DHR  Annual  Report 

ADM 

General  public  & 
policymakers 

once 

annually 

September 

18 

Workforce  Analysis 

ADM 

General  public  & 
policymakers 

once 

annually 

Cctober 

19 

Succession  Planning  Report 

WFD 

Policymakers, 

departments 

once 

annually 

December 

20 

DHR  Budget  Performance  Measures 

ADM 

Controller's  Cffice 

twice 

annually 

February  & September 

2? 

Report  on  the  Status  of  Occupational 

Health  and  Safety  at  the  City  & County  of 
San  Francisco  (aka  Citywide  Health  & 
Safety  Report) 

WCD 

Workers' 

Compensation 

Council 

every  other 
year 

September 

Workers'  Compensation  Council  Meeting 
Presentations 

WCD 

Workers' 

Compensation 

Council 

3-4  times  per 
year 

Per  Council  schedule 

13 

Workers'  Compensation  Council  Annual 
Report  to  the  Board  of  Supervisors 

WCD 

Board  of 
Supervisors 

once 

annually 

November 

l4 

Workers'  Comp  portion  of  Citywide  SFStat 
presentations 

WCD 

SFStat  panelists 

quarterly 

Per  SFStat  schedule 

Is 

Workers'  Compensation  Cost  Projection 

WCD 

Mayor's  & 
Controller's 

Cffices 

monthly 

End  of  month 

26 

Workers'  Compensation  Budget  Proposal 

WCD 

Mayor,  Controller, 
and  department 
heads 

once 

annually 

February 

27 

Workers'  Compensation  Costs  by  Category 

WCD 

Controller's  Cffice 

once 

annually 

End  of  fiscal  year 

28 

Claims  Summary  Report 

WCD 

Actuary  and 
Auditors 

once 

annually 

End  of  fiscal  year 

(1)  Abbreviations: 

ADM  - Administrative  Division 

CS  - Client  Services 

EEC  - Equal  Employment  Opportunity 

ERD  - Employee  Relations 

MTA  - Municipal  Transportation  Agency  (separate  department  from  DHR) 

RAS  - Recruitment  & Assessment  Services 

WCD  - Workers’  Compensation 

WFD  - Workforce  Development  & Training 
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Appendix  B.  Glossary  of  Terms 


Applicant  Tracking  and  Referral  System  - the  application  used  by  DHR  and  decentralized 
exam  units  to  track  applicants  and  test  results.  It  is  also  used  to  maintain  the  eligible  lists  for  the 
purpose  of  referring  candidates  to  departments  for  hiring.  Also  referred  to  as  SIGMA. 

Appointment  - the  act  of  hiring  an  employee. 

Appointing  Officer  - the  head  of  the  department  with  the  authority  to  hire  employees. 

As  Needed  (AN)  Schedule  - a full-time  or  part-time  work  schedule  used  as-needed  to  cover 
peak,  emergency,  or  fluctuating  workloads.  Many  permanent,  full-time  City  employees  also  have 
appointments  with  as-needed  schedules  so  that  they  may  work  extra  hours  if  needed. 

Exempt  Appointment  - also  Icnown  as  at-will  appointments,  are  hires  made  without  a 
competitive  exam  and  subject  to  termination  at  any  time.  San  Francisco’s  Charter  section  10.104 
describes  19  categories  of  exempt  employees,  including  elected  officials,  department  heads  and 
their  deputy  directors,  attorneys,  and  others. 

Broadbanding  - the  practice  of  grouping  a number  of  specific  job  classes  with  similar  functions 
into  a broad  classification  with  greater  range  of  responsibility  and  authority.  The  goal  of 
broadbanding  is  to  reduce  the  number  of  civil  service  examinations  that  must  be  administered  for 
each  specific  job  class.  Broadbanded  classes  can  provide  added  salary  and  promotional 
flexibility. 

Bumping  - process  by  which  a civil  service  employee  with  greater  seniority  in  a class  displaces 
a more  junior  employee  in  the  same  class  as  a result  of  a layoff 

Certification  Rule  - refers  to  the  number  of  ranks  (based  on  employees’  exam  scores)  on  an 
eligible  list  sent  to  a department  in  order  for  the  department  head  to  make  a selection  for 
appointment.  For  example,  a certification  rule  “Rule  of  Three  Scores”  means  that  only  the  names 
of  individuals  on  the  eligible  list  who  score  in  the  top  three  ranks,  based  on  exam  scores,  are  sent 
(or  referred)  to  the  department  for  consideration. 

Civil  Service  Commission  - comprised  of  five  commissioners  appointed  to  six  year  tenns  by 
the  Mayor.  Has  the  power  to  establish  mles,  policies  and  procedures  to  cany  out  the  civil  service 
merit  system  provisions  of  the  Charter  of  the  City  and  County  of  San  Francisco. 

Civil  Service  System  - used  to  describe  the  body  of  rules  and  policies  that  govern  personnel 
practices.  Includes  provisions  in  the  City  Charter,  Administrative  Code,  Civil  Service  Rules, 
Memoranda  of  Understanding,  and  departmental  policies  and  procedures. 

Classification  - the  process  of  categorizing  job  duties,  responsibilities,  and  qualifications  into  a 
system  of  organized  series  of  jobs.  Also,  a noun  refemng  to  the  four  digit-number  and 
corresponding  title  for  each  position  in  the  City’s  Classification  Plan.  Alternatives  include  “job 
class”  and  “job  code.” 
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Continuous  Testing  - an  examination  practice  that  allows  for  continuous  receipt  of  applications 
and  continuous  testing  of  qualified  applicants  to  place  successful  applicants  on  the  eligible  list. 
As  new  applicants  pass  the  examination,  their  names  are  merged  onto  the  eligible  list  with  the 
names  of  previously  tested  applicants. 

EEO-4  Category  - Or  “job  type”  in  this  report.  The  federal  Equal  Employment  Opportunity 
Commission  (EEOC)  requires  government  agencies  to  track  and  report  employee  infonnation, 
including  the  general  type  of  work  each  employee  perfonns.  The  eight  EEO-4  categories  are:  1) 
Officials  and  Administrators;  2)  Professionals;  3)  Technicians;  4)  Protective  Service;  5) 
Paraprofessionals;  6)  Office/Clerical;  7)  Skilled  Craft;  8)  Service  Maintenance. 

Eligible  List  - a list  of  qualified  applicants  (typically  in  rank  order)  who  meet  or  exceed  the 
minimum  qualifications  for  a class  and  have  passed  an  examination  or  selection  process. 

Exam  - a tool  used  to  measure  the  extent  to  which  an  applicant  possesses  the  Imowledge,  skills 
and  abilities  to  perfonn  the  essential  duties  of  a Job.  Exam  fonuats  include:  multiple  choice  tests, 
Job  simulations,  and  supplemental  questionnaires. 

F'lex  (or  flexible)  Staffing  - a program  that  allows  a permanent  employee  to  advance  to  a higher 
level  class  without  taking  a second  examination.  Penuanent  appointment  to  the  higher  level  class 
is  permitted  after  completion  of  specific  requirements,  such  as  one  year  of  satisfactory  Job 
performance  in  the  lower  class. 

Holdover  Roster  - a type  of  eligible  list  used  only  to  list  employees  who  are  laid  off  and  have 
rights  to  return  to  work.  Holdover  rosters  have  absolute  priority  for  filling  vacancies  in  the 
classification.  A person  can  remain  on  the  roster  for  up  to  five  years  and  receives  health  benefits 
during  that  time. 

MR  Information  System  - the  human  resources  management  information  system  used  to 
maintain  employee  data.  Also  referred  to  as  HRIS  or  PeopleSoft. 

Job  Class  or  Job  Code  a four-digit  number  and  con'esponding  Job  title;  e.g.,  1652  Senior 
Accountant,  7344  Carpenter,  or  2320  Registered  Nurse. 

Length  of  Service  (I>OS)  - the  time  between  an  employee’s  first  day  of  work  and  the 
measurement  date. 

Major  Service  Area  (MSA)  - In  the  budget  process,  citywide  expenditures  are  grouped  into 
seven  broad  areas,  or  MSAs:  Public  Protection,  Public  Works,  Transportation  and  Commerce, 
Human  Welfare  and  Neighborhood  Development,  Community  Health,  Culture  and  Recreation, 
General  Administration  and  Finance,  and  General  City  Responsibilities. 

Management  Classification  and  Compensation  Plan  (MCCP)  - a system  of  18  classifications 
for  managers  with  broad  compensation  ranges  created  to  replace  a hundreds  of  single  position 
management  classifications. 
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Memoranda  of  Understanding  (MOUs)  - formal  name  for  the  City’s  labor  agreements,  also 
known  as  collective  bargaining  agreements  or  contracts. 

Minimum  Qualification  (MQ)  - qualifications  (training,  education,  experience,  licenses, 
certifications,  etc.)  without  which  an  applicant  can  not  proceed  in  a selection  process. 

Permanent  Civil  Service  (PCS)  Appointment  - an  appointment  made  after  a competitive 
examination,  as  a result  of  a certification  from  an  eligible  list  to  a pennanent  position.  Previously, 
these  examinations  were  conducted  by  DHR  or  decentralized  exam  units,  who  referred 
candidates  to  appointing  officers  via  an  eligible  list.  Under  Position-Based  Testing  (Civil  Service 
Rule  1 1 1 A),  any  department  may  conduct  exams  that  lead  to  PCS  appointments. 

Position  - a specific  job  within  a classification.  For  example,  there  are  many  positions  in  a 
number  of  departments  throughout  the  city  in  classification  1426  Senior  Clerk  Typist. 

Probationary  Period  - the  final  part  of  the  selection  process  during  which  a newly  appointed 
employee  can  be  separated  without  cause.  The  duration  is  generally  6 to  12  months  and  is 
stipulated  in  the  MOUs.  Employees  that  successfully  complete  the  probationary  period  receive 
pennanent  civil  service  status. 

Provisional  Appointment  (TPV)  - the  act  of  hiring  an  employee  through  a departmental 
examination  process  used  only  when  an  eligible  list  for  the  classification  is  not  available.  The 
Charter  limits  the  duration  of  provisional  appointments  to  a maximum  of  three  years. 

Referral  - the  process  by  which  names  of  candidates  for  a position  are  sent  from  DHR  to  the 
appointing  officer. 

Register  or  Registry  - DHR  maintains  registries  for  Job  classes  for  which  it  accepts  applications 
on  an  ongoing  basis.  Applications  are  screened  for  minimum  qualifications  and  placed  on  the 
registry.  For  some  registries,  applicants  undergo  additional  screening  or  testing.  Departments 
survey  the  registries  for  applicants  that  seem  best  suited  to  their  position.  Registries  are  cuiTently 
maintained  for  certain  clerical  classes,  personnel  and  administrative  analyst  classes  and 
infonnation  technology  classes. 

Requisition  - represents  the  budget  and  classification  authority  for  a position.  In  order  to  hire  an 
employee,  appointing  officers  need  a requisition  approved  by  the  Human  Resources  Director. 
Controller,  and  Mayor’s  Office.  Requisitions  are  entered  and  approved  electronically  in  the 
PeopleSoft  system... 

Seniority  - the  date  of  referral  of  a permanent  civil  service  employee  from  the  eligible  list  for 
the  classification  to  the  appointing  officer.  It  is  important  to  the  note  that  seniority  is  not 
necessarily  the  time  that  an  employee  works  in  the  classification. 
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Step  - progressive  pay  increments  associated  with  a classification.  With  the  exception  of  a few 
deep  classifications  and  management  classifications,  most  of  the  City’s  classes  have  five  steps, 
each  5%  apart.  Typically  an  employee  moves  from  one  step  to  the  next  every  12  months. 

Temporary  exempt  (TEX)  appointment  - Positions  exempt  from  competitive  civil  service 
selection  under  Charter  section  10.104-16.  These  are  temporary  and  seasonal  appointments  not  to 
exceed  a total  of  1 .040  hours  during  any  fiscal  year. 

Turnover  - the  ratio  of  staff  who  leave  City  service  to  the  average  number  of  employees. 
Turnover  rates  are  calculated  by  dividing  the  total  number  of  separations  in  a period  by  the 
average  number  of  employees  in  the  period. 
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Appendix  C.  Sources 


Career  Service  Authority  and  Denver  Office  of  Accountability  and  Refonn.  City  and  County  of 
Denver:  Human  Capital  Metrics,  2005  Report.  March  2006. 

City  of  Philadelphia  Central  Personnel  Department.  MSExcel  file-  FY06  Workforce  Data 
Request.  August  2006. 

Department  of  Labor,  Bureau  of  Labor  Statistics.  National  Compensation  Survey.  March  2005. 
http:/7www.bls.eov/ncs/ocs/ 


International  County  Managers  Association.  Center  for  Performance  Management  FY  2002  Data 
Report.  2002. 

International  Public  Management  Association  for  Human  Resources.  2002  Turnover/Retention 
Statistical  Report.  2002. 

International  Public  Management  Association  for  Human  Resources.  HR  How  To 's:  Turnover 
Follow  Up.  April  2004.  www.ipma-hr.org 

Office  of  Personnel  Management.  Federal  Civilian  Workforce  Statistics:  Employment  and 
Trends.  January  2005.  www.opm.gov/feddata/html/2005/ianuarv 

Texas  State  Auditors  Office.  A Summary  Report  on  Full-Time  Equivalent  State  Employees  for 
Fiscal  Year  2005.  November  2005.  w w w . sao . s ta te .tx . us/reports 

Vermont  Department  of  Personnel.  Annual  Workforce  Report  Fiscal  Year  2005. 
http://www.vermontpersonnel.org/htm/pdf/WorkForceRepoilFY05.pdf 
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2006  Equal  Emplolaie.m  Opportumty  orkforce  Utilization  Analysis 


PU HPOSE 

Till'  2006  Equal  Einplovrnent  Opportunitv  orkforce  Utilization  Analysis  reports  on 
emploMiients  in  the  City  & County  of  San  Francisco  as  required  by  Civil  Service 
flornniissiou  Rule  103.  Equal  Emplovnient  Opportunitv. 

This  EEO  utilization  analysis  is  being  presented  in  conjunction  ^vitli  another  Department 
of  llunian  Resources  report:  Fiscal  } ear  2005/2006  Annual  Report  and  Workforce  Report 
which  provifles  additional  demographic  data  on  the  Citv  & Countv  of  San  Francisco 
wfirkforce. 


ALTIlORUn 

Ci\  il  Scr\  ice  Commission  Rule  103.  Equal  Employment  Opportunity,  Section  103.2, 
E»pial  Emplo\  inenl  Opportunitv  Analysis,  pro^■ides  that  "the  Department  of  Human 
Resources  stall  shall  annually  pre[)are  an  analysis  of  the  work  force  to  determine  whether 
percentages  of  sex.  race,  or  ethnic  groups  in  occu])ational  categories  are  substantially 
.'iinilar  to  the  percentages  of  those  groups  a^  ailable  in  the  workforce  in  the  rele^■ant  job 
market  who  ])ossess  the  basic  job-ndated  qualifications.’ 


li  \(:k(;h()LM) 

Dr.scKiPTioN  wn  Sources  of  D \t  \ 

'I'he  data  presented  on  the  City’s  \Norkforce  rellects  employments  recorded  in  the 
I’ecqile.Soft  Human  Resources  Information  System  on  May  IT.  2006.  The  City  reported 
27.622  employmenls  including  employees  for  all  City  departments,  but  excluding  elected 
and  a|>[>oiut«‘(l  officials,  as-iu'cdi'd  employees,  and  employments  in  the  School  and  College 
Districts  and  the  Courts. 

'fhe  utilization  analysis  is  a comparison  of  City  employments  to  labor  market  availability 
by  occupational  categories  and  by  job  classes.  An  occupational  category  is  a broad 
groiqiing  of  job  classes  which  n'(piire  similar  levels  of  skills  or  training.  The  City’s  job 
classes  are  each  mapped  to  an  occupational  category. 
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Lal)or  market  availability  data  presented  in  this  report  is  compiled  from  the  Special  EEO 
Tahnialion  of  the  2000  U.S.  Census.  The  Special  EEO  Tabulation  was  compiled  by  the 
Census  from  samj)le  groups  of  the  population. 

For  this  report,  labor  market  availability  data  was  compiled  from  Census  statistics  for  the 
eleven  counties  from  which  99%  of  the  City’s  emplovees  resided  in  2005,  and  apportioned 
based  on  percentages  of  employees  residing  in  each  conntv.  For  example,  45%  of  the 
City’s  employees  resided  in  San  Francisco  in  2005,  so  San  Francisco  census  data  accounted 
for  45%  of  the  City’s  relevant  labor  market  data.  See  appendix.  (See  also  DHR's  Fiscal 
y ear  2005/2006  Annual  Report  and  Workforce  Report  for  2006  data  on  emplovees  bv 
county  of  residence.) 

Population  and  Labor  Market  Changes  Since  2000 

In  this  report,  the  Citv’s  workforce  data  of  May  17,  2006  is  compared  to  2000  labor  market 
availability  data  provided  by  the  U.S.  Census  to  assess  if  racial,  ethnic  and  gender  groups 
are  utilized  at  rates  similar  to  their  availabilitv  in  the  relevant  job  market.  U.S.  Census 
data  on  labor  market  availability  by  race/ethnicity  and  gender  was  collected  in  2000.  and 
released  in  December  2003.  The  U.S.  Census  has  not  provided  any  updates  to  its  2000 
labor  market  reports;  although  review  of  po}>ulation  estimates  stiggests  that  there  have 
been  changes  in  labor  market  availability  in  California  and  in  San  Francisco  area  counties. 

On  August  15,  2006.  the  U.S.  Census  released  2005  population  data  \vith  demographic  and 
other  characteristics.  The  report  confirmed  that  M hite  and  Black  popidations  are 
declining,  while  Hispanic  and  Asian  popidations  are  increasing  in  the  San  Francisco  area. 
On  August  29,  2006.  the  Census  Bureau’ released  additional  2005  demographic  data 
estimates  covering  income  and  poverty,  but  did  not  include  labor  market  statistics. 

In  Califorina,  the  Department  of  Finance  jieriodicallv  reports  on  popidation  estimates  b^ 
race/ethnicity.  In  March  of  2006,  it  re[)orted  on  population  changes  in  the  State  from  July 
2000  to  July  2004.  The  Department  reported  that  from  2000  to  2004,  statei\  ide. 
percentages  of  Whites  and  Blacks  declined,  while  percentages  of  llispanics,  Asians.  Pacific 
Islanders,  American  Indians,  and  multi-race  ])opulations  increased.  In  San  Francisco, 
percentages  of  Blacks  and  Hispanics  declined,  while  all  other  gronjis  increased  in 
representation. 

97%  of  the  City’s  emplovees  reside  in  nine  San  Francisco  Bay  Area  counties.  99%  reside 
in  eleven  counties.  In  these  ele\  en  counties,  the  CA  Depart im-nt  ol  Finance  reported  that 
Whites  showed  popidation  percentage  declines  in  nine  counties;  Blacks  in  seven  counties. 
Hispanic  pojndation  increased  in  percentage  in  ten  counties;  Asians  increased  in  nine 
counties.  The  remaining  racial  groipis — Pacific  Islander.  American  Indian.  Multi-race — 
represented  smaller  jiercentages  of  the  popidation. 
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Utiijzatiox  Analysis  Methodology 


ITilizatioii  rates,  presented  iji  percentages,  are  approximate  indicators  of  whether  a 
particular  racial/ethnic  or  gender  group  is  represented  at  a level  similar  to  the  group’s 
presence  in  the  labor  market.  The  Census  2000  Special  EEO  Tabulation  serves  as  the 
primarv  external  benchmark  for  comparing  the  race,  ethnicity,  and  sex  composition  of  an 
organization's  internal  workforce,  and  the  analogous  external  labor  market,  within  a 
sfjecifled  geograj)hv  and  job  category. 

In  this  rej)ort.  utilization  is  computed  as  follows:  the  percentage  total  of  a racial/ethnic 
and/or  gender  group  in  the  City's  workforce  is  divided  by  the  percentage  total  of  the  same 
or  similar  group  in  the  available  labor  market.  A utilization  rate  of  100%  indicates  that 
the  group  is  represented  in  the  City  at  the  same  percentage  as  is  reported  bv  the  Census  to 
he  a\  ailahle  in  the  labor  market.  A utilization  rate  liigher  than  100%  indicates  a higher 
[lercentage  representation  of  the  group  than  is  in  the  labor  market.  A rate  that  is  lower 
than  100%  indicates  that  there  is  a smaller  percentage  of  the  group  in  the  Citv’s  workforce 
than  is  available  in  the  labor  market. 

Notes: 

• The  2000  Census  data  estimates  in  the  Special  EEO  Tabulation  were  collected  from 
sample  groups  of  the  population  and  may  differ  from  actual  values. 

• The  data  in  the  S[)ecial  EEO  Tabulation  in  some  cases  did  not  add  up  to  total  100% 
due  to  rounding. 

• Data  on  f ili|)inos  in  the  labor  force  were  included  as  part  of  data  for  the  Asian  group. 

• See  (iensus  website  for  discussions  on  rounding,  estimates,  samples,  margins  of  error. 

• (iensus  data  do<‘s  not  include  labor  force  changes  over  the  past  six  vears.  As  an 
example,  the  Census  report(“d  there  are  no  Asian  or  Filipino  women  firefighters  in  the 
elevcm  counties  that  comjnise  the  City’s  available  labor  market.  The  Citv  however 
reported  21  y\sian  and  seven  Filipino  female  firefighters. 

• In  this  rej)ort.  labor  mark(‘t  availabilitv  data  totals  99%  instead  of  100%. 

• Etilizatioii  rates  for  the  American  Indian/Alaskan  Native  grouj)  were  not  displayed 
because  Census  data  for  tin*  group  are  less  reliable  due  to  the  small  numbers  and 
rounding. 

• I tilization  rates  for  multi-racial  grou[)s  were  also  not  included  because  the  Citv  does 
not  current Iv  collect  such  data  on  its  emplovees. 

I)u(‘  to  these  variables  and  limitations  in  completeness  of  Census  data,  this  report 
generally  considers  that  a group  is  substantially  similar  to  labor  market  availal)ility  when 
the  utilization  rale  is  90%  or  abo\e,  and  underutilized  when  the  rate  is  below  90%. 
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Summary  of  Findings 


• The  City  & County  of  San  Francisco  employs  a (Ha  erse  Acorkforce  in  its  total 
emploA  ment.  Racial/ethnic  groups  that  Avere  historicalK^  underrepresented — Blacks, 

H isj)anics,  and  Asians/Filipinos — are  all  represented  in  the  City’s  total  a\  orkforce  at 
percentages  substantially  similar  to  their  percentages  in  the  available  labor  market. 

• Whites  contiime  to  be  largest  racial  group  of  CitA  emploA  ces.  HoAveA  er.  their 
utilization  percentages  continue  to  decline. 

• The  representation  of  Women  has  continued  to  steadily  increase,  from  35%  in  1980  to 
42%  in  2006,  but  has  not  yet  reaehed  their  labor  market  aA  ailability  rate  of  45.6%. 

• Compared  to  other  racial/ethnic  and  gender  groups.  bite  females  are  underutilized  in 
the  largest  number  of  occupational  categories.  Yi  bite  females  are  utilized  at  less  than 
50%  of  their  a\  ailability  cityAcide,  and  in  these  categories:  Technicians.  Noh-San  orn 
ProtectiA  e SeiA  ice  Workers,  AdministratiA  e SeiA'ice  Workers,  Skilled  Craft  orkers. 
and  SerA'ice  Maintenance  Workers. 

• White  males  are  utilized  at  highest  rates  in  the  Skilled  Craft  Worker  (109%)  and 
SAvorn  Protective  SerAUce  Worker  (93%)  occupational  categories.  Their  rates  are  nnder 
50%  of  their  aA  ailability  in  the  folloAcing  categories:  Non-SAvorn  ProtectiA  e Sei  A ice 
Workers,  and  AdministratiA  e SerA'ice  orkers. 

• Blacks,  Hispanics  and  Asians/Filipinos  are  utilized  in  the  Officials  & Administrators, 
Professionals  and  Technician  categories  at  their  respecth'e  labor  market  a\  ailability 
percentages  or  ahoA  e. 

• Black  females  and  Asian/Filipino  males  are  represented  at  or  ahoA  c aA  ailability  in 
eA'erA  occupational  categorA^  Black  males  are  underrepresented  only  in  the  Savoiii 
Protective  Service  orkers  category.  Asian/Filipino  females  are  also  underrepresented 
in  Sav-oiii  ProtectiA'e  SerAuce  orkers,  as  well  as  in  the  Skilled  (haft  and  SeiAice 
Maintenance  Vi  orkers  categories. 

• Hispanic  females  are  fnlly  utilized  in  all  categories  except  the  Skilled  (halt  W orkers 
and  SerA'ice  Maintenance  orkers  categories.  Hispanic  males  are  also  nnderutilized  in 
these  groups,  as  Avell  as  in  AdministratiA  e SerA'ice  Workers  and  Non-SAcoru  ProtectiA  e 
SerAuce  Workers  categories. 
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Df- PAiri’MEXT  OF  Humaa  Resources  Assessment  of  Issues 


111  2005.  tlie  Human  Resources  Dir  ector  coordinated  a series  of  hearings  and  other 
di>(  ussions  Avith  various  stakeholders  to  assess  the  City’s  civil  service  structure,  and  to 
ideritifv  liiring  and  retention  issues.  These  stakeholders  included  department  heads, 
executi\  e officials,  em})lovee  groups,  private  sector  representatives  and  others.  In  May 
2005.  the  Director  issued  a report,  Civil  Service  Reform,  Preserving  the  Promise  of 
(rovenimeiit,  summarizing  the  issues  that  were  identified  and  presented  recommendations 
to  address  them. 

Some  of  the  issues  raised  hv  City  managers  included:  the  City’s  restrictive  salary  structure 
and  jol)  specifications,  lack  of  authority  to  make  on-the-spot  offers  of  employment  or 
|)ro\  ide  bonuses  or  incentives  to  reward  excellent  w'ork,  and  lengthy  testing  processes. 
Em[)lovees  raised  concerns  about  the  lack  of  management  training,  lack  of  flexible  staffing 
and  career  ladder  [u  ograms,  infrequent  ci\  il  service  examinations,  and  no  guarantees  of 
promotion. 

'fbe  report  described  that  a continuing  issue  in  recruitment  for  City  employment  is  the 
Cil\  ‘s  lengthy  hiring  process  to  fill  job  vacancies.  In  the  report.  DHR  cited  that  it  could 
take  twelve  months  or  more  to  fill  a vacancv.  Citv  managers  express  that  the  permanent 
hiring  process  is  too  slow'  and  consequentK  does  not  allow'  them  to  comjjete  effectively  for 
the  best  (pialilied  candidates. 

Ill  the  past,  the  (at\  conducted  limited  outreach  and  recruitment  for  its  management  level 
job  o|»enings.  Citv  dejiartments  cite  that  ex])ensive  costs--to  hire  executive  search  firms, 
to  advertise  lor  high  level  management  positions  and  to  pav-  travel  expenses  of  applicants- 
-limit  their  abilitv  to  conduct  broad  recruitment  programs.  This  year,  the  Department  of 
lliimaii  Resources  hired  a Recruitment  Coordinator,  who  will  initiate  a campaign  to 
attract  ap[»licants  for  all  levels  of  (aty  employment.  The  Coordinator  will  also  work  with 
departments  to  improve  recruitment  strategies  that  will  enhance  effectiveness  and  reduce 
costs  for  executive  searches. 

I’be  Human  Resources  Director  is  continuing  to  imjilernent  measures  to  sim[)lilV  the 
seh'ction  processes  Cor  many  (iity  jobs  to  greatlv  reduce  examination  timeframes.  Such 
enhancements  include  the  estahlishment  of  position-hased  testing,  on-line  applications, 
and  elimination  of  examinations  for  licensed  or  certificated  professions.  Implementation 
of  position  basiul  testing  will  reduce  hiring  times  for  many  positions  to  under  90  days. 

Also,  an  integrated  web-based  ajijilication  and  referral  system  is  ])lanned  to  be  operational 
by  January  2007. 

Managers  expr(‘ssed  concern  that  hiring  approv  al  was  cund)ersome  and  time  consuming 
lor  departments.  In  response,  DIIR  modified  requisition  approval  processes  to  reduce  the 
number  of  approvals  needetl  and  approve  requisitions  faster. 
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Po  address  concerns  that  the  cnirent  classification  plan  does  not  meet  operational  needs, 
DH  R is  conducting  a comprehensive  review  of  the  City’s  classification  system. 

Stakeholders  also  agreed  on  the  need  for  employee  training,  both  to  improve  ciirrent 
performance  and  to  promote  career  development.  In  the  past  vear,  DHR  designed  and 
implemented  a program  for  new  managers  and  supervisors,  expanded  training  courses, 
and  coordinated  training  opportunities  through  City  University. 

The  issues  described  in  the  report  are  neither  race/ethnicitv  nor  gender  specific,  but  are 
concerns  that  are  experienced  by  all  groups  interested  in  employment  opportunities  in  the 
City  & County  of  San  Francisco.  Similarly,  the  high  cost  of  housing  in  the  San  Francisco 
area  is  also  frequently  cited  as  a reason  that  the  City  cannot  attract  highly  qualified 
applicants  from  other  parts  of  the  nation,  hut  this  factor  is  also  not  specific  to  any 
race/ethnic  or  gender  grottp. 

In  DHR’s  Fiscal  Year  200512006  Annual  Report  and  Workforce  Report,  additional  insight  is 
provided  on  the  demographics  of  City’s  enq)loyee  population  including  turnover  trends 
and  job  a[)plicants.  For  exanqjle.  City  turnover  rates  from  2002  to  2006  averaged  as 
follows:  Whites  8.6%;  Blacks  7.9%,  Hispanics  5.4%,  Asians  4.4%,  Filipinos  6.0%,  and 
American  Indians  7.4%. 

Of  24,460  job  applications  filed  in  fiscal  year  2005,  50%  were  from  males,  39%  from 
females,  and  11%  undeclared.  By  race/ethnicity.  18%  of  applications  were  from  bites, 
20%  from  Blacks,  10%  from  Hispanics,  26%  from  Asians,  10%  from  Filipinos,  less  than 
1%  from  American  Indians,  and  15yo*  undeclared.  Blacks,  Asians  and  Filipinos  filed 
applications  at  higher  percentages  than  their  labor  market  availabilitv,  but  Whites  and 
Hispanics  represented  fewer  applicants  than  are  available  in  the  labor  market. 


PART  I:  Total  City  Workforce 


Total  City  Workforce  by  Race/Ethnicity 

Tlu‘  Citv  reported  27,622  emplovnients  recorded  in  the  PeopleSoft  Hnman  Resources 
liiforniation  System  on  May  17,  2006. 

I)H  K records  show  that  Blacks  comprise  17%  of  the  City’s  total  workforce.  Census  data 
for  the  ele\'eii  counties  report  that  Blacks  are  6%  of  the  available  labor  market  in  these 
counties.  Hence  the  utilization  rate  of  Blacks  equals  285%  or  nearly  three  times  of  the 
a\  ailabilit  V of  Blacks  in  the  labor  market.  Hispanics  are  utilized  at  93%  of  labor  market 
availabilitv.  Asians  (including  Filipinos)  are  utilized  at  150%  of  availability  and 
American  Indians  are  utilized  at  158%.  Although  Whites  continue  to  comprise  the  largest 
group  of  emplovees  by  number,  they  are  utilized  at  62%  of  labor  market  availability. 

Al  this  broad  level,  ordy  general  comparisons  can  be  made  between  the  City  workforce  and 
the  Census  data  on  labor  market  availabilitv  because  factors  such  as  job  qualifications, 
education  and  experience  are  not  taken  into  account  in  the  comparisons. 

'foTAL  City  Workforce  by  Gender 


By  gender,  tin*  (dty  reported  16.000  men  in  its  workforce  comprising  57.9%  of  total 
employmejits.  and  11.622  women  representing  42.1%  of  total  emplovnients.  Compared  to 
the  general  labor  market.  W omen  are  utilized  at  92%  of  availability,  men  at  108%. 


Total  City  Workforce  by  Race/Ethnicity  and  Gender 

White 

Black 

Hispanic 

Asian 

Filipino 

Amind 

Total 

Female 

3177 

2346 

1490 

2603 

1963 

43 

11622  , 

11.5% 

8.5% 

5.4% 

9.4% 

7.1% 

0.2% 

42.1% 

Male 

6109 

2383 

2266 

3396 

1758 

88 

16000 

22.1% 

8.6% 

8.2% 

12.3% 

6.4% 

0.3% 

57.9% 

Total 

9286 

4729 

3756 

5999 

3721 

131 

27622 

33.6% 

17.1% 

13.6% 

21.7% 

13.5% 

0.5% 

100.0% 

Composition:  Total  City  Workforce 


While  Black  Hispanic  Asian  Filipino  Amind 
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According  to  the  Special  EEO  Tabulation  l)v  the  U.S.  Census,  the  labor  market 
availahililv  in  I he  eleven  counties  in  2000  appeared  as  follows: 


Labor  Market  Availability 

White 

Black 

Hispanic 

Asian  1 Filipino 

Amind 

Total 

Female 

24.0% 

3.1% 

6.3% 

10.6% 

0.1% 

45.6% 

Male 

29.4% 

2.9% 

8.4% 

10.8% 

0.2% 

53.5% 

Total 

54.4% 

6.0% 

14.7% 

23.4% 

0.3% 

100.0% 

The  utilization  rates  (City’s  composition  compared  to  labor  market  availability)  are 
summarized  in  the  chart  below. 


Utilization:  Total  City  Workforce 

350%  1 

300%  - 

250%  - 

200%  - 

150%  - 

100%  - 

50%  - 

^rVi- 

1 ■■■ff 

White 

Black  Hispanic  / 

|d  Female  m 

\sian/F  Total 

Male  1 

Both  Males  and  Females  are  utilized, at  approximately  100%  of  their  respective 
availability  percentages  in  the  labor  market.  Blacks  and  Asians  are  represented  above, 
and  Hispanics  a little  below  their  availability  percentages.  Whites  are  represented  below 
availability. 
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PART  II:  Workforce  by  Occupational  Categories 


Of  tho  City’s  27,622  total  employments,  the  largest  numbers  were  employed  in  the 
Professional  category  y ith  7,619  employees  and  the  Seryice  Maintenance  category  with 
5,204  em])loyees.  Sworn  Protectiye  Service  Workers  with  4,239  employees  and 
Administrative  Support  Workers  with  3,113  employees  are  the  next  two  largest  groups. 


Workforce  by  Occupational  Categories 

White 

Black 

Hispanic 

Asian 

Filipino 

Am  Ind 

Total 

Officials  & Administrators 

483 

112 

70 

142 

38 

2 

847 

Professionals 

3178 

886 

770 

1749 

1004 

32 

7619 

Technicians 

892 

305 

368 

525 

444 

9 

2543 

Protective  Service,  Sworn 

1903 

617 

678 

690 

325 

26 

4239 

Protective  Service,  non  S 

21 

46 

26 

43 

4 

2 

142 

Paraprofessionals 

232 

339 

271 

359 

540 

9 

1750 

Administrative  Support 

572 

574 

446 

878 

638 

5 

3113 

Skilled  Craft 

1016 

155 

265 

427 

204 

17 

2084 

Service  Maintenance 

949 

1679 

853 

1173 

521 

29 

5204 

No  EEO-4  Reporting 

40 

16 

9 

13 

3 

0 

81 

Total 

9286 

4729 

3756 

5999 

3721 

131 

27622 

33.6% 

17.1% 

13.6% 

21.7% 

13.5% 

0.5% 

lutes  were  eni[)loyed  in  largest  numhers  as  Professionals.  Sworn  Protective  Service 
Workers,  anfl  Skilled  Craft  Workers.  Both  Blacks  and  Hispanics  were  employed  most  as 
Service  Maintenance  Workers,  Professionals,  and  Sworn  Protective  Service  Workers.  The 
greatest  numhers  of  Asians  were  in  the  Professional,  Service  Maintenance  and 
Administrative  Snp[)ort  categories.  Filipinos  showed  the  largest  numbers  as  Professionals, 
Adrninistratix  e Support  and  Parafuofessionals. 


Distribution  by  Occupational  Category,  Race/Ethnicity 

White 

Black 

Hispanic 

Asian 

Filipino 

Amind 

Total 

Officials  and  Administrators 

1.7% 

0.4% 

0.3% 

0.5% 

0.1% 

0.0% 

3.1% 

Professionals 

11.5% 

3.2% 

2.8% 

6.3% 

3.6% 

0.1% 

27.6% 

Technicians 

3.2% 

1.1% 

1.3% 

1.9% 

1.6% 

0.0% 

9.2% 

Protective  Service  - Sworn 

6.9% 

2.2% 

2.5% 

2.5% 

1.2% 

0.1% 

15.3% 

Protective  Service  - Not  Sworn 

0.1% 

0.2% 

0.1% 

0.2% 

0.0% 

0.0% 

0.5% 

Paraprofessionals 

0.8% 

1.2% 

1.0% 

1.3% 

2.0% 

0.0% 

6.3% 

Office/Clerical 

2.1% 

2.1% 

1.6% 

3.2% 

2.3% 

0.0% 

11.3% 

Skilled  Craft 

3.7% 

0.6% 

1.0% 

1.5% 

0.7% 

0.1% 

7.5% 

Service  Maintenance 

3.4% 

6.1% 

3.1% 

4.2% 

1.9% 

0.1% 

18.8% 

No  EEO-4  Reporting 

0.1% 

0.1% 

0.0% 

0.0% 

0.0% 

0.0% 

0.3% 

Grand  Total 

33.6% 

17.1% 

13.6% 

21.7% 

13.5% 

0.5% 

100.0% 
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Dtstrtbutton  by  Occupational  Categories,  Race  and  Ethnicity 
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A.  Occupational  Category:  Officials  and  Administrators 


The  EEOC  describes  Officials  and  Adiniiiistrators  as  occupations  in  which  employees  set 
broad  policies,  exercise  overall  responsibility  for  execution  of  these  policies,  or  direct 
individual  departments  or  special  phases  of  the  agencies  operations,  or  provide  specialized 
consultation  on  a regional,  district,  or  area  basis. 

The  City  reported  847  employments  in  the  Officials  and  Administrators  category.  City 
jobs  in  this  category  include:  department  heads,  bureau  chiefs,  division  chiefs,  directors, 
deputy  directors,  controllers,  police  and  fire  chiefs,  assessors  as  well  as  managers  in  the 
City’s  iMCCP  (Management  & Compensation  Classification  Plan),  departmental  personnel 
officers,  information  services  managers,  health  administrators,  fiscal  managers, 
maintenance  superintendents,  etc. 


CCSF  WORKFORCE  COMPOSITION:  OFFICIALS  & ADMINISTRATORS 

White 

Black 

Hispanic 

Asian 

Filipino 

Amind 

Total 

Female 

189 

59 

35 

69 

21 

1 

374 

22.3% 

7.0% 

4.1% 

8.1% 

2.5% 

0.1% 

44.2% 

Male 

294 

53 

35 

73 

17 

1 

473 

34.7% 

6.3% 

4.1% 

8.6% 

2.0% 

0.1% 

55.8% 

Total 

483 

112 

70 

142 

38 

2 

847 

57.0% 

13.2% 

8.3% 

16.8% 

4.5% 

0.2% 

100.0% 

4'he  .Special  EE(J  fahulation  of  the  2000  Cettsus  reported  the  availability  of  officials  and 
managers  as  follows: 


Labor  Market  Availability 

White 

Black 

Hispanic 

Asian  | Filipino 

Amind 

Total 

Female 

27.7% 

2.3% 

3.4% 

7.1% 

0.1% 

41.8% 

Male 

40.2% 

2.1% 

4.1% 

9.1% 

0.1% 

57.3% 

Total 

67.9% 

4.4% 

7.5% 

16.2% 

0.2% 

99.1% 

In  ibis  occupational  cat(‘gory.  llispanics  and  Asians  are  utilized  at  rates  similar  to  the 
labor  marhel  while  Blacks  are  utilized  three  times  of  their  labor  market  availability. 

.Vll  hough  W biles  hold  57%  of  jobs  in  this  category,  they  are  utilized  at  less  than  labor 
market  availability.  Both  men  and  women  are  represented  at  approximately  the  same 
utilization  percentages  as  in  the  available  labor  market. 

riie  City  has  not  identified  that  there  are  specific  em|)lovnient  barriers  whicb  explain  the 
lower  utilization  rates  of  M bite  men  and  women  in  this  occupational  category.  The  rates 
a|»pear  to  reflect  the  continuing  [)ereentage  decline  of  M bites  in  the  State  and  Bay  Area 
[)opidations.  In  addition,  other  issues  described  in  the  document  Civil  Service  Reform  such 
as  limitc'd  recruitment,  lengthy  hiring  process,  and  restrictive  compensation  structure 
possibly  also  contribute  to  the  lower  utilization  of  some  groups. 
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B.  Occupational  Category:  Professionals 


Thf*  EEOC  describes  Professionals  as  occupations  wliicli  require  specialized  and  theoretical 
know  ledge  w hich  is  usually  acquired  through  college  training  or  through  work  experience 
and  other  training  which  provides  comparable  knowledge. 

In  2006.  the  Citv  reported  7619  emplovments  in  the  Professional  category,  the  largest  of 
all  occupational  categories.  The  Professionals  category  includes  personnel  and  labor 
relations  workers,  social  workers,  registered  nurses,  lawyers,  systems  analysts,  accountants, 
engineers,  police  and  fire  captains  and  lieutenants,  librarians,  management  analysts, 
[)rohation  officers,  counselors,  architects,  training  officers,  pharmacists,  biologists, 
[uirchasers,  jilanners,  etc. 


CCSF  WORKFORCE  COMPOSITION:  PROFESSIONALS 

White 

Black 

Hispanic 

Asian 

Filipino 

Amind 

Total 

Female 

1,669 

508 

418 

926 

676 

13 

4,210 

21.9% 

6.7% 

5.5% 

12.2% 

8.9% 

0.2% 

55.3% 

Male 

1,509 

378 

352 

823 

328 

19 

3,409 

19.8% 

5.0% 

4.6% 

10.8% 

4.3% 

0.2% 

44.7% 

Total 

3,178 

886 

770 

1,749 

1,004 

32 

7,619 

41.7% 

11.6% 

10.1% 

23.0% 

13.2% 

0.4% 

100.0% 

The  .Special  EEO  Tahulalioii  o(  the  2000  Census  reported  the  availabilitv  of  professional 
workers  as  follows: 


Labor  Market  Availability 

White 

Black 

Hispanic 

Asian  | Filipino 

Amind 

Total 

Female 

30.9% 

2.5% 

3.3% 

9.7% 

0.1% 

47.8% 

Male 

34.4% 

1.8% 

3.2% 

10.2% 

0.1% 

51.3% 

Total 

65.30% 

4.3% 

6.5% 

19.9% 

0.2% 

99.1% 

lllacks.  Ilispanics,  Asians  and  Filipinos  are  (ulh  utilized  in  the  Professionals  category 
compared  I o labor  markel  a\  ailahilil  y st  al isl ics.  Blacks  are  represented  at  apjiroximatelv 
2.7  limes  of  availahilily.  As  in  the  Officials  & Administrators  category.  White  Males  and 
\\  bite  l'’emah>s  are  underutilized  compared  to  their  labor  market  availability  rates. 

'I'hri-e  of  th('  largest  classifications  in  the  Professionals  occupational  category  are 
Registered  \nrses  \vith  1108  employi'es.  Attorneys  w ith  356  emjiloyees,  and  Engineers 
w ith  270  employc'es.  S('(‘  Part  III  of  this  report  for  ut  ilization  re^  iews  of  these  classes. 
rhe\  prox'ide  more  relcN  ant  analyses,  as  the  City’s  professionals  in  these  classes  are 
compared  to  persons  with  similar  qualifications  in  the  labor  market;  e.g.  nurses  to  nurses, 
engineers  to  engineers. 


Possible  explanations  for  the  underutilization  of  Whites  are  the  same  ones  discussed  for 
the  Officials  N Administrators  category,  including  population  decline  from  the  geographic 
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area,  liiiiitecl  reeniitiiient.  and  lengtliy  civil  service  hiring  processes.  Other  possible 
explanations  are  discussed  below. 


Tbe  Citv  does  not  cnrrently  offer  inanv  internship  programs  for  college  students.  While 
private  and  other  employers  are  able  to  attract  senior  level  stndents  by  providing  entry 
level  opportunities  througb  internship  and  training  programs,  the  Citv  cnrrently  has  onlv 
a few  formal  programs  such  as  student  engineering  trainee  and  accountant  intern. 
Additional  internship  programs  are  being  considered. 

DHR  and  City  departments  fref|uently  attend  job  fairs  and  other  recruitment  events 
sponsored  by  commnnity  or  professional  organizations,  schools  and  colleges.  City 
recruiters  provide  information  on  the  application  ])rocess,  examinations  that  are  open  for 
filing,  and  future  openings.  Howe^^er,  they  are  unable  to  make  hiring  offers  and  cannot 
compete  with  other  employers  to  take  ad^  antage  of  opportunities  when  well  (pialified 
candidates  are  identified.  DHR  recommends  implementation  of  a pilot  on-the-spot  hiring 
program  for  licensed  classes  or  classes  where  degrees  are  rcipiired. 

To  address  issues  of  retention,  turnover,  future  attrition,  and  transfer  of  knowledge  from 
older  to  vounger  workers  in  the  Citv’s  workforce,  the  City  is  also  prc])aring  a succession 
planning  report.  In  addition,  the  Citv  has  also  studied  possible  incentives  to  employees  to 
remain  with  the  City  longer  bv  offering  improved  retirement  benefit  at  a later  age. 
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C.  Occupational  Category:  Technicians 


The  EEOC  describes  Technicians  as  occupations  which  require  a combination  of  basic 
scientific  or  technical  knowledge  and  manual  skill  which  can  be  obtained  through 
specialized  post-secondarv  school  education  or  through  equivalent  on-the-job  training. 


In  2006.  the  Citv  reported  2543  einplovments  in  the  Technician  category,  which  includes 
licensed  practical  nurses,  drafters,  medical  technicians,  police  and  fire  sergeants,  claims 
in-vestigators.  building  inspectors,  eligibility  workers,  and  engineering  assistants. 


CCSF  WORKFORCE  COMPOSITION:  TECHNICIANS 

White 

Black 

Hispanic 

Asian 

Filipino 

Amind 

Total 

Female 

242 

195 

193 

269 

269 

6 

1174 

9.5% 

7.7% 

7.6% 

10.6% 

10.6% 

0.2% 

46.2% 

Male 

650 

110 

175 

256 

175 

3 

1369 

25.6% 

4.3% 

6.9% 

10.1% 

6.9% 

0.1% 

53.8% 

Total 

892 

305 

368 

525 

444 

9 

2543 

35.1% 

12.0% 

14.5% 

20.6% 

17.5% 

0.4% 

100.0% 

riie  Special  EEO  Tabulation  of  the  2000  Census  reported  the  availability  of  technical 
workers  as  follows: 


Labor  Market  Availability 

White 

Black 

Hispanic 

Asian  j Filipino 

Amind 

Total 

Female 

24.4% 

3.8% 

4.7% 

14.6% 

0.1% 

49.0% 

Male 

26.4% 

3.0% 

5.6% 

13.2% 

0.3% 

50.2% 

Total 

50.8% 

6.8% 

10.3% 

27.8% 

0.4% 

99.2% 

Utilizat 

250% 

200% — 1 

1 50  /o  - [jj= 

100% = -1 

ion:  Technicians 

Vpzjy 

White  Black  Hispanic  Asian/F  Total 

1 □ Female  ■ Male  | 

III  this  occupational  category.  Blacks.  Hispanics.  Asians  and  Filipinos  are  fully  utilized. 
Only  hite  Females  are  underutilized.  The  City  has  not  identified  any  reasons  or  barriers 
to  explain  why  \\  hite  females  are  underrepresented.  However,  this  category  includes  a 
varii'ty  of  jobs  titles  with  diverse  educational  and  experience  requirements.  Further 
analysis  is  jiroyided  in  Part  111  for  Eligibility  X'i  orkers  and  Licensed  Vocational  Nurses, 
the  largest  classes  in  this  categorx  . 
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Dl.  Occupational  Category  : Protective  Service,  Sworn 


The  EEOC  describes  Protective  Service  Workers  as:  Occupations  in  which  workers  are 
entrusted  with  public  safety,  security  and  protection  from  destructive  forces.  Sworn 
Protective  Service  Workers  includes:  police  patrol  officers,  firefighters,  guards,  deputv 
sheriffs,  bailiffs,  correctional  officers,  detectives,  park  rangers  as  well  as  parking  control 
officers,  museum  guards,  airfield  safety  officers,  etc. 

In  2006,  4239  employments  were  reported  in  the  Sworn  Protective  Service  orkers 
category.  The  largest  classes  are  Police  Officers,  Fire  Fighters  and  Deputv  Sheriffs. 


CCSF  WORKFORCE  COMPOSITION:  PROTECTIVE  SERVICE  WORKERS,  SWORN 

White 

Black 

Hispanic 

Asian 

Filipino 

AmInd 

Total 

Female 

339 

227 

133 

79 

38 

7 

823 

8.0% 

5.4% 

3.1% 

1.9% 

0.9% 

0.2% 

19.4% 

Male 

1564 

390 

545 

611 

287 

19 

3416 

36.9% 

9.2% 

12.9% 

14.4% 

6.8% 

0.4% 

80.6% 

Total 

1903 

617 

678 

690 

325 

26 

4239 

44.9% 

14.6% 

16.0% 

16.3% 

7.7% 

0.6% 

100.0% 

The  2000  Census  reported  the  availabilitv  of  sworn  protective  service  workers  as  folloAcs: 


Labor  Market  Availability 

White 

Black 

Hispanic 

Asian  1 Filipino 

AmInd 

Total 

Female 

9.4% 

5.3% 

2.0% 

3.8% 

0.2% 

21.7% 

Male 

39.5% 

12.5% 

8.7% 

13.4% 

0.2% 

77.4% 

Total 

48.9% 

17.8% 

10.7% 

17.2% 

0.4% 

99.1% 

In  this  categorv,  Ilispanics  are  fidly  utilized,  as  are  bite  males,  Black  females,  and  .Vsian 
and  Filipino  males.  The  following  groups  are  utilized  at  lower  rates  than  labor  market 
availabilitv  data:  White  females.  Black  males,  Asian  and  Filipino  females. 


Utilization:  Protective  Service,  Sworn 


White  Black  Hispanic  Asian/F 
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The  Citv  conducts  widespread  recruitment  and  outreach  campaigns  for  Police  Officer, 
Firefighter,  and  Deputy  Sheriff.  Police  Officer  and  Deputy  Sheriff  examinations  are  open 
on  a continuous  basis;  applications  could  be  filed  at  any  time.  Nonetheless,  the  City 
continues  to  compete  with  neighboring  communities  for  Police  Officer  applicants.  The 
City's  high  co.st  of  housing  is  frequently  cited  as  contributing  to  recruitment  and  retention 
issues. 


In  the  past  year,  the  Department  of  Human  Resources  assumed  the  function  to 
administer  police  examinations  and  has  implemented  process  enhancements,  such  as  on- 
line ap[)lications,  to  reduce  the  time  required  to  test  and  hire  police  officer  applicants. 
Other  efforts  such  as  high  profile  recruitment  campaigns  are  also  being  initiated. 

On  August  7.  2006.  DHR  submitted  to  the  Ciyil  Seryice  Commission  its  annual  report  on 
Idl  ing  in  the  uniformed  ranks  of  the  Police  and  Fire  Departments.  The  report  described 
the  efforts  of  the  new  K formed  Public  Safety  Examination  L'nit  in  DHR  to  expedite 
testing  in  protectix  e serx  ice  job  classes.  Such  efforts  include  an  aggressix  e recruitment 
campaign,  an  accelerated  schedule  for  testing,  and  enhanced  applicant  tracking  of 
examination  results  and  notifii-ations.  Promotional  testing  for  both  Police  Department 
and  Fire  Di-partment  is  described  to  be  conqilex.  time  consuming,  expensixe  and  litigious. 
In  part,  this  culture  resulted  from  many  year  of  court  siiperxdsed  testing  under  consent 
decrees.  DHR  is  working  with  both  dejiartments  to  make  promotional  testing  more 
efludent  and  routine. 
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D2.  Occupational  Category:  Protective  Service,  Non-Sworn 


Non-Sworn  Protective  Service  Workers  includes:  fare  collections  investigators,  animal 
control  officers,  etc.  This  category  has  the  smallest  iinmber  of  employments,  142. 


CCSF  WORKFORCE  COMPOSITION:  PROTECTIVE  SERVICE  WORKERS,  NON-SWORN 

White 

Black 

Hispanic 

Asian 

Filipino 

Amind 

Total 

Female 

12 

31 

19 

32 

2 

1 

97 

8.5% 

21.8% 

13.4% 

22.5% 

1.4% 

0.7% 

68.3% 

Male 

9 

15 

7 

11 

2 

1 

45 

6.3% 

10.6% 

4.9% 

7.7% 

1.4% 

0.7% 

31.7% 

Total 

21 

46 

26 

43 

4 

2 

142 

14.8% 

32.4% 

18.3% 

30.3% 

2.8% 

1.4% 

100.0% 

Black  males  and  females,  Hispanic  females,  and  Asian  and  Filipino  males  and  females  are 
fully  utilized.  Whites  are  underrepresented,  as  are  Hispanic  males. 


The  availability  of  workers  in  this  category  is  summarized  as  follows: 


Labor  Market  Availability 

White 

Black 

Hispanic 

Asian  | Filipino 

Amind 

Total 

Female 

33.1% 

6.0% 

3.5% 

3.2% 

0.1% 

49.3% 

Male 

27.3% 

7.7% 

7.1% 

5.6% 

0.0% 

48.9% 

Total 

60.4% 

13.7% 

10.6% 

8.8% 

0.1% 

98.2% 

E.  Occupational  Category;  Paraprofessionals 


Thf*  EEOC  describes  Paraprofessionals  as  occupations  in  which  workers  perform  some  of 
the  duties  of  a professional  or  technician  in  a siipportive  role,  which  usually  require  less 
formal  training  and/or  experience  normally  required  for  professional  or  technical  status. 
Included  are  research  assistants,  child  support  workers,  recreation  assistants,  home  health 
aides,  library  assistants  and  clerks,  and  kindred  workers.  Other  City  jobs  in  this  category 
include  health  and  laboratory  assistants,  health  workers,  instructional  assistants,  and 
public  service  aides. 

The  Census  Bureau  did  not  include  a Paraprofessionals  category  in  its  Census  2000  Special 
EEO  Tabulation  Files.  Jobs  that  were  previously  included  in  this  category  are  now 
ma])ped  to  other  categories.  For  example.  Health  aides  are  now  mapped  to  the  Service 
iMaiiitenance  category;  Library  Technicians  are  now  mapped  to  the  Administrativ  e 
.Sup[)orl  category.  In  2006,  the  City  reported  1750  Paraprofessional  employments.  See 
Appendix  for  workforce  coirq)osition  details. 


CCSF  WORKFORCE  COMPOSITION:  PARAPROFESSIONALS 

White 

Black 

Hispanic 

Asian 

Filipino 

Amind 

Total 

Female 

136 

225 

175 

233 

408 

5 

1,182 

7.8% 

12.9% 

10.0% 

13.3% 

23.3% 

0.3% 

67.5% 

Male 

96 

114 

96 

126 

132 

4 

568 

5.5% 

6.5% 

5.5% 

7.2% 

7.5% 

0.2% 

32.5% 

Total 

232 

339 

271 

359 

540 

9 

1,750 

13.3% 

19.4% 

15.5% 

20.5% 

30.9% 

0.5% 

100.0% 
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F.  0(XUPATIONAL  CATEGORY:  ADMINISTRATIVE  SUPPORT  WORKERS 


Tlie  EEOC  describes  Adininislrative  Support  as  occupations  in  which  workers  are 
responsible  for  internal  and  external  comniunication.  recording  and  retrieval  of  data 
and/or  information  and  other  paperwork  required  in  an  office. 

In  the  City,  this  occupational  category  includes  typists,  secretaries,  personnel  clerks, 
medical  transcriber  typists,  meter  readers,  telephone  operators,  storekeepers,  cashiers, 
dispatchers,  billing  clerks,  medical  records  clerks,  etc.  3113  employments  in  this  category 
were  reported  for  2006.  The  largest  classes  in  this  occupational  category  inclnde  Clerk 
Typist,  Senior  Clerk  Typist,  Secretary  I,  and  Clerk. 


CCSF  WORKFORCE  COMPOSITION:  ADMINISTRATIVE  SUPPORT  WORKERS 

White 

Black 

Hispanic 

Asian 

Filipino 

Amlnd 

Total 

Female 

388 

471 

349 

685 

475 

3 

2371 

12.5% 

15.1% 

11.2% 

22.0% 

15.3% 

0.1% 

76.2% 

Male 

184 

103 

97 

193 

163 

2 

742 

5.9% 

3.3% 

3.1% 

6.2% 

5.2% 

0.1% 

23.8% 

Total 

572 

574 

446 

878 

638 

5 

3113 

18.4% 

18.4% 

14.3% 

28.2% 

20.5% 

0.2% 

100.0% 

The  Special  EEO  Tabulation  of  the  2000  Census  reported  the  availability  of 
administrative  service  workers  as  follows; 


Labor  Market  Availability 

White 

Black 

Hispanic 

Asian  1 Filipino 

Amlnd 

Total 

Female 

30.3% 

5.0% 

8.7% 

14.6% 

0.3% 

61.2% 

Male 

20.2% 

2.4% 

4.8% 

9.0% 

0.2% 

38.0% 

Total 

50.5% 

7.4% 

13.5% 

23.6% 

0.5% 

99.2% 

Utilization:  Administrative  Service  Workers 


■.  n 

n*  

i — V 

White  Black  Hispanic  Asian/F  Total 

1 D Female  a Male  | 
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Ill  the  Ailiniiiistrative  Support  Workers  category.  Black  males  and  females,  Hispanic 
females,  Asian/Filipino  males  and  females  are  fullv  utilized.  Black  females  are  represented 
at  three  times  of  availability;  Asian/Filipino  females  are  represented  at  2.5  times  of 
a\'ailahilitv.  White  Males  and  Females,  Hispanic  Males  are  underutilized. 

Many  jobs  in  this  category  are  entry  level  clerical  positions;  there  does  not  appear  that 
there  are  non-job-related  barriers  to  employment.  However,  the  City’s  hiring  process  is 
viewed  he  lengthv,  which  conld  he  deterrent  to  job  applicants  who  seek  emplovment 
opportunities  with  \ arious  employers.  M hen  the  City  receives  many  applications  for  its 
clerical  examinations,  substantial  time  is  required  to  review  applications  and  administer 
testing.  During  this  time,  additional  applications  are  not  accepted.  DHR  is  reviewing  its 
clerical  testing  program  to  reduce  the  time  from  application  file  date  to  hire  date. 

See  Part  1 1 1 of  this  report  for  utilization  analysis  of  Clerk  Tvpist  and  Senior  Clerk  Typist. 
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G.  Occupational  Category:  Skilled  Craet  Workers 


The  EEOC  describes  Skilled  Craft  Workers  as  occupations  in  which  workers  perform  jobs 
which  require  special  manual  skill  and  a thorough  and  comprehensive  knowledge  of  the 
processes  involved  in  the  work  which  is  acquired  through  on-the-job  training  and 
experience  or  throngh  apprenticeship  or  other  formal  training  programs. 

The  Citv  reported  2297  employments  in  this  categorv  which  includes  mechanics  and 
repairers,  electricians,  heavy  equipment  operators,  stationary  engineers,  carpenters,  Avater 
and  sewage  treatment  plant  operators.  The  largest  classes  in  this  categorv  are  Stationarv 
Engineer  and  Electrical  Transit  Mechanics. 


CeSF  WORKFORCE  COMPOSITION:  SKILLED  CRAFT  WORKERS 

White 

Black 

Hispanic 

Asian 

Filipino 

Amind 

Total 

Female 

32 

17 

11 

12 

2 

0 

74 

1.5% 

0.8% 

0.5% 

0.6% 

0.1% 

0.0% 

3.6% 

Male 

984 

138 

254 

415 

202 

17 

2010 

47.2% 

6.6% 

12.2% 

19.9% 

9.7% 

0.8% 

96.4% 

Total 

1016 

155 

265 

427 

204 

17 

2084 

48.8% 

7.4% 

12.7% 

20.5% 

9.8% 

0.8% 

100.0% 

The  Special  EEO  Tahidation  of  the  2000  Census  reported  the  availability  of  skilled  craft 
workers  as  follows: 


Labor  Market  Availability 

White 

Black 

Hispanic 

Asian  | Filipino 

Amind 

Total 

Female 

3.3% 

0.5% 

1.7% 

3.6% 

0.0% 

9.4% 

Male 

43.2% 

4.6% 

21.1% 

16.8% 

0.4% 

89.7% 

Total 

46.5% 

5.1% 

22.8% 

20.4%  • 

0.4% 

99.1% 

Skilled  Craft  Workers  are  frequently  viewed  as  traditionallv  male  dominated  jobs.  In  the 
City,  females  comprise  only  3.6%  of  jobs  in  this  category,  at  a utilization  rate  of  38%.  In 
this  occupational  categorv,  all  Female  groups  except  Black  Females,  are  utilized  at  less 
than  50%  of  their  labor  market  availability.  By  race/ethnicil  y.  TIispanics  are  also 
underutilized  in  this  category. 

City  jobs  in  the  Skilled  Craft  Workers  category  ty])ically  recpiire  completion  of  an 
apprenticeship  program  phis  some  journey-level  work  experience.  y\lt hough  many  labor 
unions  that  run  apprenticeship  programs  arc  open  to  minority  and  women  memhers.  their 
memberships  are  still  underrepresented  in  these  groiqis.  Uidess  the  C.ity  pro\  ides  its  own 
apprenticeship  programs.  City  enqiloyment  in  the  Skilled  Craft  Workers  category  will 
continue  to  he  limited  by  union  referrals  and  graduates. 
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Utilizati 

200%  -] 

150% 

on:  Skilled  Craft  Workers 

1 

:rLJ 

J J J 

White  Black  Hispanic  Asian/F  Total 

I □ Female  a Male  | 

Tlie  successful  utilization  of  Black  females  in  this  occtipational  category  is  attributed 
largely  to  the  City's  apprenticeship  program  for  Stationary  Engineer,  Sewage  Plant.  The 
program  was  created  decades  ago,  targeted  to  provide  training  and  employment 
o[t[)orl  unities  to  residents  in  the  City’s  southeast  neighborhood.  Today,  Black  females 
comprise  nearly  6%  of  jobs  in  the  journey  level  Stationary  Engineer,  Sewage  Plant,  job 
class.  In  this  job  class,  women  now  comprise  over  9%  of  the  workforce.  In  the  apprentice 
level  job  class,  women  com])rise  22%  of  18  apprentices. 

The  City’s  L tility  Plumber  A[)prentice  program  has  also  increased  minority  and  female 
representation  in  its  respective  journey  le\  el  class,  but  less  successfully  than  the 
Stationary  Engineer  aj)prenliceshij)  program. 

B('commendations  have  been  made  by  various  groups  for  the  Citv  to  initiate  additional 
training  programs  in  the  skilled  craft  occupations.  The  City’s  contracts  Acith  various 
skilled  craft  labor  f)rganizations  now  include  proA'isions  lor  establishment  of 
apprenticeship  programs  in  more  than  a dozen  job  classes. 
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H.  Occupational  Category:  Service  Maintenance  Workers 


The  EEO{]  describes  Service  Maintenance  Workers  as  occupations  in  which  workers 
perforin  duties  which  result  in  or  contribute  to  the  comfort,  convenience,  hvgiene  or  safetv 
of  the  general  public  or  which  contribute  to  the  upkeep  and  care  of  buildings,  facilities  or 
grounds  of  public  property. 

Service  Maintenance  Workers  comprise  the  second  largest  occupational  categorv  in  the 
City,  with  5204  employments  reported.  City  jobs  in  this  categorv  include:  laundrv 
operati^  es,  truck  and  bus  drivers,  custodial  employees,  gardeners,  construction  laborers, 
porters,  asphalt  workers,  camp  assistants,  watershed  keepers,  transit  car  cleaners,  etc. 


CCSF  WORKFORCE  COMPOSITION:  SERVICE  MAINTENANCE  WORKERS 

White 

Black 

Hispanic 

Asian 

Filipino 

Amind 

Total 

Female 

152 

603 

153 

291 

71 

7 

1277 

2.9% 

11.6% 

2.9% 

5.6% 

1.4% 

0.1% 

24.5% 

Male 

797 

1076 

700 

882 

450 

22 

3927 

15.3% 

20.7% 

13.5% 

16.9% 

8.6% 

0.4% 

75.5% 

Total 

949 

1679 

853 

1173 

521 

29 

5204 

18.2% 

32.3% 

16.4% 

22.5% 

10.0% 

0.6% 

100.0% 

Labor  Market  Availability 

White 

Black 

Hispanic 

Asian  | Filipino 

Amind 

Total 

Female 

13.3% 

3.0% 

11.2% 

12.6% 

0.2% 

41.5% 

Male 

18.8% 

4.3% 

18.7% 

13.8% 

0.2% 

57.6% 

Total 

32.1% 

7.3% 

29.9% 

26.4% 

0.4% 

99.1% 

In  this  category.  Blacks  are  employed  at  ap])roximately  four  times  their  labor  market 
availability.  Asian  males  are  utilized  at  almost  twice  their  labor  market  a\  ailahilil y.  All 
other  groups  are  utilized  below  availability  in  this  categorv.  with  \N  bite  and  Hispauic 
females  at  aj)proximately  one-fourlh  of  their  labor  market  a\  ailahilil y. 

Classes  with  the  most  employments  in  this  categor)  are:  Transit  Operator,  (hislodian  and 
General  Laborers.  See  Part  111  for  utilization  analyses  of  these  job  classes. 
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PART  III:  Workforce  by  Selected  Job  Classes 


Joh  classes  selected  for  utilization  analysis  review  were  based  on  a number  of  factors 
inclinling:  large  numbers  of  employees  in  the  job  class,  applicants  enter  City  employment 
in  these  job  classes,  selection  prov  ides  sampling  of  various  occupational  categories  and  job 
classes  are  readiK  matched  to  similar  census  data. 

1.  Registered  A ERSES 

Registered  Aurses  perform  professional  nursing  duties  in  hospitals  and  other  institutions; 
administers  treatment  to  patients  as  instructed  by  physician:  observes  patients'  symptoms: 
keeps  related  charts  and  records  in  accordance  with  standard  practices;  may  direct  the 
work  of  subordinate  assistants.  Minimum  qualifications  include  graduation  from  an 
accredited  school  of  nursing  or  an  equivalent  combination  of  training  and  experience. 

The  City  reported  1108  employments  in  the  Registered  Ahnse  classification:  with  915  or 
82.0%  w omen,  and  193  or  17.4  % men.  Despite  the  large  percentage  of  women  in  the 
City's  workforce,  the  utilization  rate  of  women  is  94%  of  their  labor  market  availability 
while  imm  in  total,  are  fully  utilized  compared  to  availability. 


CeSF  WORKFORCE  COMPOSITION;  REGISTERED  NURSES 

White 

Black 

Hispanic 

Asian 

Filipino 

Amlnd 

Total 

Female 

294 

47 

65 

114 

393 

2 

915 

26.5% 

4.2% 

5.9% 

10.3% 

35.5% 

0.2% 

82.6% 

Male 

92 

9 

13 

11 

67 

1 

193 

8.3% 

0.8% 

1.2% 

1.0% 

6.0% 

0.1% 

17.4% 

Total 

386 

56 

78 

125 

460 

3 

1108 

34.8% 

5.1% 

7.0% 

11.3% 

41.5% 

0.3% 

100.0% 

The  .Special  EEO  Tabulation  of  the  2000  Census  re{)orted  the  availability  of  registered 
nurses  as  follo^\s: 


Labor  Market  Availability 

White 

Black 

Hispanic 

Asian  | Filipino 

Amlnd 

Total 

Female 

53.0% 

4.8% 

4.4% 

22.6% 

0.2% 

87.9% 

Male 

7.5% 

0.7% 

0.4% 

2.0% 

0.0% 

11.2% 

Total 

60.4% 

5.5% 

4.8% 

24.5% 

0.2% 

99.0% 

In  comparison  to  the  axailable  labor  market.  Ilispanics  and  .\sians  are  fully  utilized; 
Blacks  slight K underutilized,  and  lutes  females  are  underutilized.  hite  and  Black 
women  arc  underutilized,  possibly  due  to  their  declining  population  percentages  in  the 
geographic  area,  or  ])erhaps  tine  to  conq)etition  and  incentives  offered  by  private  and 
other  ho.sj)itals. 

Filipino  women  hold  the  largest  number.  393,  or  35.5%  of  Registered  Atirse  positions. 
The  r(q)resentation  of  Filipinos  and  Asians  as  Nurses  is  tw  ice  their  a^■ailability  in  the 
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relevant  labor  market.  These  statistics  reflect  the  sliortage  of  U.S.  trained  nursing 
professionals  nationwide  and  the  continuing  need  by  the  healtli  care  industry  to  recruit 
professionals  from  other  countries. 


utilization:  Registered  Nurses 

400% 
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In  recent  years,  the  Department  of  Public  Health  has  implemented  measures  to 
streamline  the  selection  process  for  Registered  Nurses.  For  example,  applicants  are  hired 
as  soon  as  possible  after  they  are  deemed  to  be  qualified  rather  than  waiting  to  be  tested 
and  referred  from  an  eligible  list.  Job  notices  announce  that  new  nurses  ^cill  receive 
monetary  bonuses  after  6,  12,  18,  24  months  of  service  in  the  City.  Employees  in  other  job 
classes  are  provided  work  schedule  and  other  incentives  and  tuition  assistance  to  pursue 
college  degrees  in  nursing.  Nonetheless,  private  and  other  health  care  institutions  offer- 
stiff  competition  to  hire  nurses. 

Department  of  Human  Resources  staff  considted  with  the  Department  on  the  Status  of 
Women  to  identify  if  the  City  might  have  practices  or  barriers  that  specifically  inhibit 
White  female  registered  nurses  from  applying  for  Citv  jobs.  The  Status  of  Women 
suggested  that  they  could  assist  DHR  to  conduct  focus  groups  with  registered  nurses  to 
determine  if  there  are  reasons  that  White  women  are  not  choosing  to  work  for  the  Citv. 
The  focus  groups  woidd  explore  issues  such  as  compensation,  employment  benefits,  work 
assignments  and  flexible  work  schedules. 
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2.  Engineers 


Engineers  in  classes  5207  Associate  Engineer  and  5241  Engineer  are  primarily  employed  in 
the  Public  Works.  Public  Utilities,  Airport,  Public  Transportation,  Building  Inspection 
and  l^ort  de])artments  of  the  Citv.  Employees  in  these  job  classes  are  recpiired  to  possess  a 
current  Certificate  of  Registration  as  a Professional  Engineer  in  the  State  of  California. 


CCSF  WORKFORCE  COIWPOSITION:  ENGINEERS  (5207,  5241) 

White 

Black 

Hispanic 

Asian 

Filipino 

Amind 

Total 

Female 

11 

0 

4 

28 

2 

0 

45 

4.1% 

0.0% 

1.5% 

10.4% 

0.7% 

0.0% 

16.7% 

Male 

51 

6 

10 

132 

25 

1 

225 

18.9% 

2.2% 

3.7% 

48.9% 

9.3% 

0.4% 

83.3% 

Total 

62 

6 

14 

160 

27 

1 

270 

23.0% 

2.2% 

5.2% 

59.3% 

10.0% 

0.4% 

100.0% 

44ie  2000  Census  reported  the  availabilitv  of  professional  engineers  as  follows: 


Labor  Market  Availability 

White 

Black 

Hispanic 

Asian  1 Filipino 

Amind 

Total 

Female 

5.9% 

0.3% 

0.6% 

4.5% 

0.0% 

11.6% 

Male 

49.5% 

1.6% 

4.3% 

30.2% 

0.1% 

87.5% 

Total 

55.5% 

1.9% 

5.0% 

34.7% 

0.1% 

99.1% 

A total  of  270  employees  were  reported  in  this  job  group,  with  225,  or  83.3%  men  and  45, 
or  16.7%  women.  Both  men  and  women  are  utilized  at  rates  comparable  to  relevant  labor 
market  availabilitv  {)ercentages. 

Blacks,  llispanics  and  Asians  are  represented  above  availability  percentages;  however, 
there  are  no  Black  women  currently  emploved  in  the  Citv’s  Engineer  positions.  White 
men  and  women  appear  to  be  umhu  iitilized:  however  the  City  has  not  identified  any 
reasons  s[)ecific  (or  their  uuderutilizalion. 
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llliiij)lovees  at  tlie  Associate  Engineer  and  Engineer  levels  are  frequently  promoted  from 
lower  level  engineering  positions  within  the  Cit)  . Some  employees  entered  the  City's  civil 
service  system  as  student  engineering  trainees  while  they  were  still  enrolled  in  college,  and 
promoted  lo  higher  level  jobs  over  time.  This  internship  program  was  utilized  (pre 
Proposition  209)  to  successfully  target  recruitment  of  Blacks,  Hispanics  and  women  into 
engineering,  architecture,  and  related  jobs.  The  program  is  still  operational,  bitt  without 
targeted  recruitment.  The  program  will  be  reviewed  to  ensure  that  it  is  inclusive  of  all 
groups. 

In  addition,  employers  frequently  compete  for  graduating  engineering  students  at 
university  job  fairs.  Although  the  City  participates  in  recruitment  events,  it  is  unable  to 
make  job  offers  students  as  other  employers  do. 
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3.  Attorneys 


The  (hty’s  356  Attorneys  are  employed  primarily  in  the  Offices  of  the  City  Attorney, 
Public  Defender  and  District  Attornev.  Attorneys  serve  at  the  pleasure  of  the  appointing 
officers  and  are  not  required  to  take  a civil  service  examination. 


CCSF  WORKFORCE  COMPOSITION:  ATTORNEYS 

White 

Black 

Hispanic 

Asian 

Filipino 

Amind 

Total 

Female 

120 

21 

19 

28 

2 

2 

192 

33.7% 

5.9% 

5.3% 

7.9% 

0.6% 

0.6% 

53.9% 

Male 

116 

7 

16 

19 

6 

0 

164 

32.6% 

2.0% 

4.5% 

5.3% 

1.7% 

0.0% 

46.1% 

Total 

236 

28 

35 

47 

8 

2 

356 

66.3% 

7.9% 

9.8% 

13.2% 

2.2% 

0.6% 

100.0% 

The  Special  EEO  Tabulation  of  the  2000  Census  reported  the  availability  of  attorneys  and 
lawvers  as  follows: 


Labor  Market  Availability 

White 

Black 

Hispanic 

Asian  1 Filipino 

Amind 

Total 

Female 

26.5% 

1.4% 

2.0% 

4.7% 

0.0% 

35.7% 

Male 

53.6% 

1.9% 

1.9% 

4.7% 

0.1% 

63.6% 

Total 

80.1% 

3.3% 

3.9% 

9.4% 

0.1% 

99.3% 

'fherc  are  more  women  tlian  men  in  the  City’s  workforce  of  Attorneys,  showing  women  to 
he  refiresenled  at  higher  percentages  than  in  the  relevant  labor  market  and  men  are 
repn'sented  at  lower  percentages  than  are  aA  ailahle.  By  race  and  ethnicitv,  all  groups 
e\ce[)l  \\  bile  men.  are  nqiresimli'd  al,  or  aho\e.  labor  market  availability. 


All  attorneys  in  the  City  are  hired  by  elected  officials.  This  may  explain  the  higher 
ulilizalion  percentages  of  women.  Blacks,  Hispanics  and  Asians/Eilipinos. 
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4.  ELIGIBlLi  n WOHKEKS 


Eligibilil  y Workers  perform  a variety  of  technical  duties  in  tlie  review  and  determination 
of  initial  and  continuing  client  eligibility  for  a variety  of  public  assistance  programs. 
Eligibility  Workers  are  assigned  primarily  to  the  Public  Health  and  Human  Services 
departments. 

The  City  reported  153  emj)loyees  in  class  2903  Eligibility  Worker  and  313  employees  in 
class  2905  Senior  Eligibility  Worker.  By  gender,  women  comprise  77%  of  the  City’s 
eligibility  w orker  positions;  men  comprise  23%.  Compared  to  the  labor  market,  men  are 
represented  at  85%  of  availability;  women  are  represented  at  105%  of  availabilitv. 


CCSF  WORKFORCE  COMPOSITION:  ELIGIBILITY  WORKERS  (2903,  2905) 

White 

Black 

Hispanic 

Asian 

Filipino 

Amind 

Total 

Female 

35 

50 

75 

115 

83 

1 

359 

7.5% 

10.7% 

16.1% 

24.7% 

17.8% 

0.2% 

77.0% 

Male 

13 

2 

28 

36 

28 

0 

107 

2.8% 

0.4% 

6.0% 

7.7% 

6.0% 

0.0% 

23.0% 

Total 

48 

52 

103 

151 

111 

1 

466 

10.3% 

11.2% 

22.1% 

32.4% 

23.8% 

0.2% 

100.0% 

The  2000  Census  reported  the  availability  of  eligibility  Avorkers  as  folloAvs: 


Labor  Market  Availability 

White 

Black 

Hispanic 

Asian  1 Filipino 

Amind 

Total 

Female 

23.5% 

13.5% 

12.9% 

21.7% 

0.1% 

73.5% 

Male 

11.2% 

0.3% 

3.8% 

11.5% 

0.0% 

26.9% 

Total 

34.7% 

13.8% 

16.7% 

33.2% 

0.1% 

100.4% 

By  race  and  ethnic  groups,  Hispanics  and  Asians  are  utilized  at  greater  rates  than  their 
respective  availability  rates.  White  men  and  w^omen  are  underrepresented  at  rates  of  25% 
and  32%.  Black  women  are  also  underre])resented.  but  less  so,  compared  to  their 
availabilitv  in  the  eleA^en-county  labor  market.  Black  men  are  utilized  at  125%  of 
availability. 


Utilization:  Eligibility  Workers 
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Eligil)ility  Worker  applicants  are  required  to  have  clerical  experience  that  involved  direct 
puhlic  contact  and  interviewing  of  clients  or  customers  to  colleet  information;  or 
equi\  alent  education  substitution.  These  requirements  do  not  appear  to  be  unrealistie  for 
any  racial  or  gender  groups,  particularly  White  men  or  women,  or  Black  women. 

However,  Eligibility  orkers  must  serve  San  Francisco’s  diverse  population,  including 
nianv  clients/])atients  who  do  not  speak  much  English.  Therefore,  many  Eligibility 
Worker  positions  also  require  bilingual  proficiency  in  another  language  such  as  Spanish, 
Ehinese,  Vietnamese,  or  Russian  in  addition  to  English.  Labor  market  availability  data 
do  not  apj)ear  to  retlect  hilingnal  proficiency  requirements. 
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5.  Licensed  Vocational  Nurses 


Tlie  (atv’s  213  Tjicensed  Vocational  Nurses  perform  routine  duties  in  providing  nursing 
care  to  patients.  Employees  in  this  job  class  must  possess  a California  Vocational  Nurse 
License. 


CCSF  WORKFORCE  COMPOSITION:  LICENSED  VOCATIONAL  NURSES 

White 

Black 

Hispanic 

Asian 

Filipino 

Amind 

Total 

Female 

14 

28 

16 

12 

102 

172 

6.6% 

13.1% 

7.5% 

5.6% 

47.9% 

0.0% 

80.8% 

Male 

13 

2 

7 

2 

17 

41 

6.1% 

0.9% 

3.3% 

0.9% 

8.0% 

0.0% 

19.2% 

Total 

27 

30 

23 

14 

119 

213 

12.7% 

14.1% 

10.8% 

6.6% 

55.9% 

0.0% 

100.0% 

The  Special  EEO  Tahidation  of  the  2000  Census  reported  the  availability  of  license 
vocational  nurses  as  follows: 


Labor  Market  Availability 

White 

Black 

Hispanic 

Asian  1 Filipino 

Amind 

Total 

Female 

24.1% 

16.6% 

12.7% 

22.7% 

0.4% 

81.0% 

Male 

7.3% 

1.1% 

2.2% 

5.3% 

1.1% 

18.0% 

Total 

31.5% 

17.7% 

14.9% 

28.0% 

1.4% 

99.0% 

Labor  market  data  indicates  that  women  comprise  more  than  80%  of  availability  while 
men  are  less  than  20%  of  all  LVNs.  In  the  City,  men  and  women  are  utilized  at 
approximately  these  rates.  By  race  and  ethnicity.  Asians  and  Filipinos,  and  His})anic  men. 
are  fully  utilized,  compared  to  their  availability  rates  in  the  rele^  ant  labor  market.  All 
other  groups  appear  to  be  underutilized. 
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6.  Police  Officers 


The  Cit^  reported  1546  employments  in  three  Police  Officer  job  classes,  Q2,  Q3,  and  Q4. 


CCSF  WORKFORCE  COMPOSITION:  POLICE  OFFICERS  (02,  03,  04 

White 

Black 

Hispanic 

Asian 

Filipino 

Amind 

Total 

Female 

141 

31 

48 

19 

11 

1 

251 

9.1% 

2.0% 

3.1% 

1.2% 

0.7% 

0.1% 

16.2% 

Male 

657 

120 

203 

229 

80 

6 

1295 

42.5% 

7.8% 

13.1% 

14.8% 

5.2% 

0.4% 

83.8% 

Total 

798 

151 

251 

248 

91 

7 

1546 

51.6% 

9.8% 

16.2% 

16.0% 

5.9% 

0.5% 

100.0% 

The  Special  EEO  Tabulation  of  the  2000  Census  reported  the  availability  of  police  officers 
as  follows: 


Labor  Market  Availability 

White 

Black 

Hispanic 

Asian  | Filipino 

Amind 

Total 

Female 

8.8% 

3.6% 

2.1% 

2.6% 

0.0% 

17.3% 

Male 

49.8% 

8.6% 

11.0% 

10.8% 

0.1% 

81.9% 

Total 

58.6% 

12.2% 

13.1% 

13.4% 

0.1% 

99.2% 

Men  and  women  are  emploved  at  rates  that  are  suhstantiallv  similar  to  labor  market 
availability  rates. 

Vi  bite  females.  Black  males.  Hispanic  males  and  females,  and  Asian  males  are  also 
represeiiled  at  rales  that  are  substantially  similar  to  labor  market  a's  ailabilitv  rates. 
While  males.  Black  females,  and  Asian  females  are  represented  at  lower  rates. 


Utilization:  Police  Officers 
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DIlR's  annual  rejiort  on  police  and  fire  hiring  presented  data  on  applications  for  Police 
Ollicer  from  Aoveinher  2005  through  April  2006.  Of  3929  applications  received  during 
this  period.  36%  of  the  applicants  were  Vi  bite,  significantlv  less  than  labor  market 
a^'ailahility.  13%  of  the  a])])licants  identified  as  Black,  21%  Hispanic,  17%  Asian,  9% 
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Fili])iiu).  I % /Vinericaii  Indian  and  3%  did  not  self  identify  race  or  ethnicity.  81%  of 
applicants  were  male;  18%  feniale,  and  1%  undeclared. 

Further  analysis  will  be  needed  to  determine  why  certain  groups  are  underutilized  in  the 
Police  Officer  job  classes.  Snch  analysis  will  include  review  of  recruitment  and  selection 
statistics,  as  well  as  turnover  rates  at  various  stages  of  training  and  emplovment.  For 
example,  aj)plicants  for  Police  Officer  are  sid)jected  to  a battery  of  tests  including  written, 
physical  ability  and  oral  examinations,  review  of  judicial  and  driving  records, 
psychological  and  medical  examinations,  vision  and  hearing  tests,  background 
investigation,  polygraph  test,  and  testing  for  use  of  controlled  substances.  FTpon 
appointment,  candidates  must  successfully  complete  classroom  and  field  training 
programs.  DllR’s  Public  Safety  examination  team  will  continue  to  collect  and  analyze 
data. 

DFIR  and  the  Police  Department  have  been  working  to  aggressively  recruit  new 
applicants;  expedite  tbe  examination  process  and  minimize  attrition  in  the  selection 
process.  A comprehensive  advertising  campaign  in  under  ^vay.  In  addition,  applications 
are  accepted  continuously  and  on-line.  DHR’s  Public  Safety  Examination  Ehiit  lias 
established  an  accelerated  schedule  where  the  written,  phvsical  agility  and  oral  interview 
are  administered  in  a 90-day  period. 

Many  studies  have  been  conducted  on  retention  of  women  in  laAc  enforcement  occupations. 
The  findings  from  those  reports  will  also  be  revicAs  ed  to  determine  if  tbeA  apply  to  San 
Francisco’s  Police  Officer  Avorkforce. 
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7.  Firefighters 


The  (htv  reported  1059  eniployments  as  Firefighter,  with  14.4%  female  and  85.6%  male. 


CCSF  WORKFORCE  COMPOSITION:  FIREFIGHTERS 

White 

Black 

Hispanic 

Asian 

Filipino 

Amind 

Total 

Female 

77 

17 

26 

24 

7 

2 

153 

7.3% 

1.6% 

2,5% 

2.3% 

0.7% 

0.2% 

14.4% 

Male 

449 

83 

138 

174 

56 

6 

906 

42,4% 

7.8% 

13.0% 

16.4% 

5.3% 

0.6% 

85.6% 

Total 

526 

100 

164 

198 

63 

8 

1059 

49.7% 

9.4% 

15.5% 

18.7% 

5.9% 

0.8% 

100.0% 

The  Speeial  EEO  Tahulation  of  the  2000  Census  reported  the  availability  of  firefighters  as 
follows: 


Labor  Market  Availability 

White 

Black 

Hispanic 

Asian  | Filipino 

Amind 

Total 

Female 

11.4% 

2.3% 

0.2% 

0.0% 

0.0% 

16.9% 

Male 

57,1% 

5,8% 

8.9% 

7.7% 

0.4% 

82.8% 

Total 

68.5% 

8.1% 

9.1% 

7.7% 

0.4% 

99.7% 

Compar(‘d  to  (iensns  data.  Bhu  li  men,  llis])anic  men  and  women  and  Asian  men  are 
utilized  in  the  City  at  rates  greater  than  their  availability.  White  men  and  women  and 
Blaek  women  are  at  rates  lower  than  availability.  Tlie  Census  Speeial  EEO  Tahulation 
r(;[)ort  showed  "zero'  Asian  or  Filipino  women  in  its  sami)le  available  labor  market, 
although  tin;  City  r('porled  24  Asian  female  and  7 Filipijio  female  employees. 


Firefighter  examinations  ar(;  administered  infretpiently;  interested  applicants  sometimes 
wait  lor  years  for  the  City  to  accept  applications.  In  addition,  promotional  examinations 
in  the  fire  series  have  not  been  administered  for  many  years.  Firefighters  with  many  years 
of  service  are  unable  to  compete  for  permanent  })romotional  opportunities.  DHR’s  Public 
Safetv  Examination  team  is  working  to  address  these  issues. 
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8.  Deputy  Sheriff 


Deputy  Sherilfs  are  peace  officers  assigned  to  work  in  the  Countv  jails  and  in  the  Courts, 
responsihle  for  the  custody  and  supervision  of  prisoners.  They  may  enter  employment  as 
civilian  8300  Sheriff  Cadets  or  as  sworn  8302  Deputy  Sheriffs  I.  8302’s  ad^  ance  to  8304 
Deputy  Sheriff  after  successful  completion  of  an  18-month  academv  training  program. 

Education  and  experience  qualifications  to  job  class  8302  are  relativelv  minimal,  reqiiiring 
either  one  year  of  satisfactory  work  experience  or  one  year  of  college  coursework.  or  an 
equivalent  combination  of  education  and  experience.  Candidates  must  successfullv  pass 
written,  oral/performance,  and  physical  ability  examinations,  as  well  as  background 
investigation  and  psychological  evaluation. 


CeSF  WORKFORCE  COMPOSITION:  DEPUTY  SHERIFF 

White 

Black 

Hispanic 

Asian 

Filipino 

Amind 

Total 

Female 

21 

56 

14 

6 

1 

1 

99 

3.8% 

10.1% 

2.5% 

1.1% 

0.2% 

0.2% 

17.8% 

Male 

136 

74 

92 

86 

64 

4 

456 

24.5% 

13.3% 

16.6% 

15.5% 

11.5% 

0.7% 

82.2% 

Total 

157 

130 

106 

92 

65 

5 

555 

28.3% 

23.4% 

19.1% 

16.6% 

11.7% 

0.9% 

100.0% 

The  2000  Census  reported  the  availability  of  deputy  sheriffs  as  follo-ws: 


Labor  Market  Availability 

White 

Black 

Hispanic 

Asian  | Filipino 

Amind 

Total 

Female 

14.0% 

8.6% 

4.3% 

5.1% 

0.0% 

33.3% 

Male 

31.1% 

9.8% 

4.4% 

20.8% 

0.1% 

67.2% 

Total 

45.1% 

18.4% 

8.7% 

25.9% 

0.1% 

100.5% 

Black  men  and  women,  Hispanic  men,  and  Asian  men  are  fnllv  utilized,  compared  to  labor 
market  availahilitv.  White  men  and  women  and  Hispanic  women  and  Asian  women  are 
represented  at  less  than  labor  market  availability. 
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The  low  percentages  of  ^'liite.  Hispanic  and  Asian  females  in  the  City’s  deputy  sheriff 
workforce  compared  to  the  available  labor  market  do  not  appear  to  be  based  on  minimum 
(pialilications  for  the  job.  Other  factors  such  as  test  components,  work  schedules, 
compensation,  and  promotional  opportunities  will  need  to  be  reviewed  to  determine  if 
thev  contribute  to  low  utilization  rates  for  some  groups. 

Job  ap])lications  are  accepted  on  a continuous  basis.  In  addition,  the  City  recruits  for 
Deputy  Sheriff  a])plicants  by  providing  employment  information  at  community  sponsored 
e\  ents  throughout  the  San  Francisco  Bav  Area. 
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9.  Nursing  Assistants 


Nursing  Assistants  work  in  hospitals  to  assist  in  the  care  of  patients  and  keeping  them 
clean  and  comfortal)le,  taking  and  recording  patients’  physical  and  medical  conditions, 
assisting  professional  staff,  transporting  patients,  etc.  They  are  required  to  possess  a valid 
Certified  Nursing  Assistant  Certificate  which  meets  State  recpiiremeiits,  or  a valid  CA 
registered  nurse  or  licensed  vocational  nurse  license.  The  City  reported  574  Nursing 
Assistants  employments. 


CCSF  WORKFORCE  COMPOSITION;  NURSING  ASSISTANTS 

White 

Black 

Hispanic 

Asian 

Filipino 

Amind 

Total 

Female 

11 

69 

37 

23 

323 

2 

465 

1.9% 

12.0% 

6.4% 

4.0% 

56.3% 

0.3% 

81.0% 

Male 

5 

21 

9 

6 

68 

0 

109 

0.9% 

3.7% 

1.6% 

1.0% 

11.8% 

0.0% 

19.0% 

Total 

16 

90 

46 

29 

391 

2 

574 

2.8% 

15.7% 

8.0% 

5.1% 

68.1% 

0.3% 

100.0% 

The  Special  EEO  Tabidation  of  the  2000  Census  reported  the  availability  of  nursing 
assistants  as  follows: 


Labor  Market  Availability 

White 

Black 

Hispanic 

Asian  1 Filipino 

Amind 

Total 

Female 

16.4% 

14.8% 

13.0% 

31.8% 

0.3% 

78.7% 

Male 

5.5% 

3.6% 

2.6% 

8.3% 

0.1% 

20.5% 

Total 

21.9% 

18.4% 

15.6% 

40.1% 

0.3% 

99.3% 

Asians/Eilipinos  comprise  73%  of  the  Citv’s  nursing  assistant  workforce,  compared  to  40% 
in  the  available  labor  market.  White  men  and  women  comprise  only  2.8%  of  total 
employments  as  Nursing  Assistants,  or  a utilization  rate  of  13%  of  labor  market 
availabilitv.  Hispanic  men  and  women  comprise  approximately  50%  of  labor  market 
availabilitv. 


Utilization:  Nursing  Assistants 
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10.  Clekr Typists 


Clerk  T\  [)ists  and  Senior  Clerk  Typists  work  in  nearly  every  City  department,  providing 
clerical  and  administrative  support.  A total  of  700  employments  were  reported  in  job 
classes  1124  Clerk  Typist  and  1426  Senior  Clerk  Typist. 


CCSF  WORKFORCE  COMPOSITION:  CLERK  TYPISTS  (1424, 1426) 

White 

Black 

Hispanic 

Asian 

Filipino 

Amind 

Total 

Female 

76 

104 

87 

190 

147 

0 

604 

10.9% 

14.9% 

12.4% 

27.1% 

21.0% 

0.0% 

86.3% 

Male 

27 

8 

7 

28 

26 

0 

96 

3.9% 

1.1% 

1.0% 

4.0% 

3.7% 

0.0% 

13.7% 

Total 

103 

112 

94 

218 

173 

0 

700 

14.7% 

16.0% 

13.4% 

31.1% 

24.7% 

0.0% 

100.0% 

d'lie  S])ecial  EkiO  Tabulation  of  the  2000  Census  reported  the  availability  of  clerk  typists 
as  follows: 


Labor  Market  Availability 

White 

Black 

Hispanic 

Asian  | Filipino 

Amind 

Total 

Female 

37.7% 

9.5% 

11.4% 

20.5% 

0.2% 

82.8% 

Male 

9.0% 

0.3% 

1.7% 

4.1% 

0.0% 

15.8% 

Total 

46.7% 

9.8% 

13.1% 

24.6% 

0.2% 

98.6% 

lllack  males  and  females.  Asian  males  and  females,  and  Hispanic  females  are  well 
represented  as  (ilerk  T>  pists.  \'i  bite  males.  bite  females,  and  Hispanic  males  are 
re[)resenled  at  less  I ban  labor  niarkcl  a\'ailability. 

riie  minimum  (pialifications  for  Clerk  Typists  are  relatively  minimal,  residting  in  many 
more  applications  receiv  ed  than  there  are  \ acancies.  Due  to  the  large  numbers  of 
applications  that  are  receiv  (‘d  and  processed,  the  City  must  limit  the  availability  of 
ap[»lical  ions  to  a few  periods  of  lime  in  a year.  Qualified  candidates  who  are  able  to  find 
employment  opportunities  elsewhere  do  not  need  to  wait  for  City  openings. 
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1 1 . Stationary  Engineers 


St  a I ionary  Engineers  operate,  maintain,  troubleshoot  and  repair  a wide  variety  of 
[uiinping,  heating,  ventilating,  air  conditioning,  refrigeration  and  other  machinerv  or 
ecpiipment  in  a large  complex  or  multi-faceted  facility.  They  are  required  to  have  four 
vears  of  journev  level  experience  or  have  completed  a recognized  apprenticeship  program. 


CCSF  WORKFORCE  COMPOSITION:  STATIONARY  ENGINEERS 

White 

Black 

Hispanic 

Asian 

Filipino 

Amind 

Total 

Female 

1 

2 

1 

1 

0 

0 

5 

0.6% 

1.1% 

0.6% 

0.6% 

0.0% 

0.0% 

2.9% 

Male 

75 

10 

18 

23 

41 

2 

169 

43.1% 

5.7% 

10.3% 

13.2% 

23.6% 

1.1% 

97.1% 

Total 

76 

12 

19 

24 

41 

2 

174 

43.7% 

6.9% 

10.9% 

13.8% 

23.6% 

1.1% 

100.0% 

The  Special  EEO  Tabulation  of  the  2000  Census  reported  the  availahilitv  of  stationarv 
engineers  as  follows: 


Labor  Market  Availability 

White 

Black 

Hispanic 

Asian  1 Filipino 

Amind 

Total 

Female 

4.7% 

0.5% 

0.1% 

0.0% 

0.0% 

7.0% 

Male 

58.0% 

2.7% 

7.8% 

18.1% 

0.2% 

92.0% 

Total 

62.8% 

3.2% 

8.0% 

18.1% 

0.2% 

99.0% 

In  this  job  class.  Blacks  and  Hispanics  are  fullv  represented  in  comparison  to  the  available 
labor  market;  Asian/Filipino  males  are  also  fully  rejnesented.  White  men  and  ’\conien 
appear  underrepresented.  Census  data  reported  that  no  Asian/Filipino  women  are 
available  in  this  profession,  although  the  City  has  one  Asian  female  employee. 


The  City’s  apprenticeship  programs  for  Slatioriary  Engineer  ha\  e successfnlly  contributed 
to  the  currcjit  representation  of  Blacks.  Hispanics,  and  Asians/Filipinos  in  this  joh  class. 
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12.  Transit  Operators 


Trat».sit  Operators  operates  a variety  of  transit  vehicles  such  as  coaches,  cable  cars, 
streetcars  and  light  rail  vehicles;  transports  passengers  along  a specific  route  and  makes 
designated  stops  as  required;  accepts  fares,  issues  transfers,  gives  general  directional 
information. 


Tlie  Citv  reported  2093  employments  in  this  job  class,  with  26%  women  and  74%  men. 


CCSF  WORKFORCE  COMPOSITION:  TRANSIT  OPERATORS 

White 

Black 

Hispanic 

Asian 

Filipino 

Amind 

Total 

Female 

32 

425 

48 

20 

11 

536 

1.5% 

20.3% 

2.3% 

1.0% 

0.5% 

0.0% 

25.6% 

Male 

103 

615 

250 

418 

167 

4 

1557 

4.9% 

29.4% 

11.9% 

20.0% 

8.0% 

0.2% 

74.4% 

Total 

135 

1040 

298 

438 

178 

4 

2093 

6.5% 

49.7% 

14.2% 

20.9% 

8.5% 

0.2% 

100.0% 

Blacks  comprise  nearly  50%  of  total  Transit  Operator  jobs;  Asians  and  Filipinos  comprise 
nearlv  30%  of  total  jobs.  Both  groups  are  utilized  above  100%  of  availability. 


"file  Special  EFO  Tabulation  of  the  2000  Census  reported  the  availability  of  transit 
operators  as  follows: 


Labor  Market  Availability 

White 

Black 

Hispanic 

Asian  | Filipino 

Amind 

Total 

Female 

10.2% 

11.3% 

4.8% 

0.8% 

0.3% 

28.1% 

Male 

16.7% 

18.5% 

13.5% 

18.7% 

0.4% 

70.5% 

Total 

26.9% 

29.8% 

18.3% 

19.4% 

0.7% 

98.6% 

White  males.  White  hunales  and  llisj)anic  females  are  represented  at  rates  lower  than 
their  labor  market  availahilitv. 
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13.  Custodians 


Uustodiaiis  perform  routine  manual  cleaning  tasks  in  public  buildings,  schools,  other 
facilities  and  surrounding  areas.  The  Citv  reported  568  employments  in  this  job  class. 
Asians  and  Filipinos  comprise  nearly  65%  of  positions. 


CCSF  WORKFORCE  COMPOSITION:  CUSTODIANS 

White 

Black 

Hispanic 

Asian 

Filipino 

Amind 

Total 

Female 

3 

27 

29 

153 

8 

2 

222 

0.5% 

4.8% 

5.1% 

26.9% 

1.4% 

0.4% 

39.1% 

Male 

20 

65 

53 

147 

60 

1 

346 

3.5% 

11.4% 

9.3% 

25.9% 

10.6% 

0.2% 

60.9% 

Total 

23 

92 

82 

300 

68 

3 

568 

4.0% 

16.2% 

14.4% 

52.8% 

12.0% 

0.5% 

100.0% 

The  Special  EEO  Tabulation  of  the  2000  Census  reported  the  availability  of  professional 
workers  as  follows: 


Labor  Market  Availability 

.White 

Black 

Hispanic 

Asian  1 Filipino 

Amind 

Total 

Female 

3.2% 

1.9% 

14.9% 

6.8% 

0.1% 

27.2% 

Male 

16.7% 

7.4% 

28.8% 

17.1% 

0.1% 

71.9% 

Total 

19.9% 

9.4% 

43.7% 

23.9% 

0.2% 

99.1% 

Blacks  and  Asians/Eilipinos  are  utilized  well  over  their  labor  market  availabilitv  in  tbe 
City’s  custodian  positions.  Whites  and  Hispanics  are  underutilized.  Although  job 
qualifications  for  Custodians  are  minimal,  the  Citv  has  hired  a large  proportion  of 
candidates  from  comnmnity  college  custodial  training  programs. 


Utilization:  Custodians 


White  Black  Hispanic  Asian/F 


□ Female  B Male 
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14.  General  Laborers 


(.General  Laborers  performs  a variety  of  mamial  labor  tasks  such  as  removing  debris  from 
construetion.  maintenance,  wrecking,  or  repair  work;  loading  and  unloading  materials, 
sup[)lies,  furniture,  and  equipment;  and  operating  various  types  of  equipment  and 
machinery  including  pneumatic  and  hand  tools.  The  City  reported  348  General  Laborer 
enq)loyments. 


CCSF  WORKFORCE  COMPOSITION:  GENERAL  LABORERS 

White 

Black 

Hispanic 

Asian 

Filipino 

Amind 

Total 

Female 

6 

12 

2 

5 

1 

1 

27 

1.7% 

3.4% 

0.6% 

1.4% 

0.3% 

0.3% 

7.8% 

Male 

89 

85 

88 

37 

18 

4 

321 

25.6% 

24.4% 

25.3% 

10.6% 

5.2% 

1.1% 

92.2% 

Total 

95 

97 

90 

42 

19 

5 

348 

27.3% 

27.9% 

25.9% 

12.1% 

5.5% 

1.4% 

100.0% 

4'lie  Special  l’]EO  Tabulation  of  the  2000  Censtis  reported  the  availability  of  construction 
laborers  as  follows: 


Labor  Market  Availability 

White 

Black 

Hispanic 

Asian  | Filipino 

Amind 

Total 

Female 

0.9% 

0.6% 

0.7% 

0.1% 

0.0% 

2.3% 

Male 

27.7% 

5.0% 

46.1% 

15.6% 

0.2% 

96.7% 

Total 

28.6% 

5.7% 

46.8% 

15.7% 

0.2% 

99.0% 

(iensus  data  reports  that  Hispanic  nialcs  comprise  46%  of  the  available  labor  market.  In 
I lie  City,  Hispanic  males  com|)rise  over  25%  of  General  Laborer  jobs.  In  the  City, 

(rcneial  Laborer  |)Ositions  are  liiglily  competitive  among  large  applicant  pools,  and  subject 
to  ci\  il  ser\  ice  examinations. 


Utilization:  General  Laborers 
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CONCLUSIONS 


U.S.  Census  sample  data  collected  in  2000  does  not  appear  to  reflect  the  2006 
demographics  of  the  San  Francisco  area  labor  market. 

The  City’s  workforce  reflects  diversity  in  all  areas  of  emplovment.  With  a few  exceptions. 
Blacks,  His})anics,  Asians,  and  Filipinos  are  well  represented  citywide  and  in  all 
occupational  categories. 

Whites  appear  to  be  underutilized  in  comparison  to  labor  market  availability  data, 
however,  the  statistics  from  the  2000  Census  seem  to  be  outdated.  More  current  data 
show  that  Whites  in  the  local  population  is  declining,  suggesting  that  Whites  in  the  local 
labor  market  is  also  declining.  Also,  data  on  turnover  rates  show  that  Whites  are  leaving 
City  employment  at  the  highest  rate  among  racial/ethnic  groups.  White  females,  although 
available  in  the  labor  market,  appear  to  be  choosing  to  work  for  employers  other  than  the 
City  & County  of  San  Francisco. 

Special  attention  will  be  needed  to  identify  if  there  are  employment  barriers  to  women  in 
Skilled  Craft  and  Service  Maintenance  Workers  categories. 

Civil  Service  reform  proposals  introduced  by  the  Fluman  Resources  Director  include 
programs  designed  to  improve  the  City’s  hiring  process  for  all  groups.  These  proposals 
include  outreach  and  recruitment  programs  to  ensure  that  all  segments  of  the  communitv 
have  access  to  information  about  job  openings  in  the  City;  procedures  to  expedite  the 
City’s  application  and  selection  processes;  and  training  programs  to  develop  job  skills 
needed  in  City  employment. 


Utilization  Summary  at  a Glance 


OCC 

# 

WHITE 

BLACK 

HISPANIC 

ASIANS  FILIPINO 

TOTAL 

F 

M 

F 

M 

F 

M 

F 

M 

F 

M 

A 

847 

o 

o 

• 

• 

• 

• 

• 

• 

• 

• 

B 

7619 

o 

o 

• 

• 

• 

• 

• 

• 

• 

• 

C 

2543 

o 

• 

• 

• 

• 

• 

• 

• 

• 

• 

D1 

4239 

o 

• 

• 

o 

• 

• 

o 

• 

o 

• 

D2 

142 

o 

o 

• 

• 

• 

o 

• 

• 

• 

o 

E 

1750 

NA 

NA 

NA 

NA 

NA 

NA 

NA 

NA 

NA 

NA 

F 

3113 

o 

o 

• 

• 

• 

o 

• 

• 

o 

G 

2084 

o 

• 

• 

• 

o 

o 

o 

• 

o 

• 

H 

5204 

o 

o 

• 

• 

o 

o 

o 

• 

o 

• 

M:  male;  F:  female;  American  Indian  not  included  due  to  small  availability  percentages 

OCC:  occupational  categories;  A:  Officials  & Administrators;  B:  Professionals;  C:  Technicians;  D1:  Protective  Service,  Sworn;  D2: 
Protective  Service,  Non-Sworn;  E:  Paraprofessionals;  F:  Administrative  Service;  G:  Skilled  Craft;  H:  Service  Maintenance 
o:  less  than  90%;  •:  90%  or  more;  NA:  comparisons  not  available 
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REC;0MME.\DATI0N:  Accept  report. 


Appeauices 

A.  Labor  Market  Availabilitv  bv  11  California  Connties, 

B.  Notes  and  Selected  Text  from  2005  EEO  Workforce  Utilization  Analysis 
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APPENDICE  A:  LABOR  MARKET  AVAILABILITY,  1 1 CALIFORNIA  COUNTIES,  BY  CITY  EMPLOYEE  (2005)  RESIDENCY  PROPORTIONS,  2000  U.S.  CENSUS 
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Notes  and  Selected  Text  From  2005  EEO  Workforce  Utilization  Analysis  Report 


...the  U.S.  Deparlinent  of  Justice,  Office  of  Civil  Rights,  (28  CFR  42.301  et  seq)  requires 
tliat  the  City  & County  of  San  Francisco  (City)  submit  an  Equal  Employment  Opportunity 
(EEO)  Plan  to  he  eligible  to  receive  federal  criminal  justice  funds.  The  plan  is  to  include  a 
breakdown  of  the  agency's  workforce,  and  identification  of  underutilization,  if  anv,  as  well 
as  identification  of  ohjectiA  CS  to  address  findings  of  underutilization.  Also,  the  Citv’s 
Municipal  Transportation  Agency  (MTA)  is  required  to  submit  an  EEO  Plan  to  the  Federal 
Transit  Agency. 

The  California  Constitution,  as  amended  by  Proposition  209,  prohibits  State  and  local 
government  agencies  from  discriminating  against  or  granting  preferential  treatment  to  any 
individual  or  group  on  the  basis  of  race,  sex,  color,  ethnicity,  or  national  origin  in  the 
operation  of  public  emplovment,  education,  or  contracting.  The  State  does  not  however 
prohibit  the  collection  of  statistical  data  and  reporting  of  underutilization  by  racial  or 
gender  categories  to  monitor  emplovment  practices.  The  State  also  “does  not  prevent 
government  agencies  from  engaging  in  inclusive  public  sector  outreach  and  recruitment 
programs  that,  as  a component  of  general  recruitment,  may  include,  but  not  be  limited  to. 
focused  outreach  and  recruitment  of  minority  groups  and  women  if  anv  group  is 
underrepresented  in  entry  level  positions  of  a public  sector  employer.” 

The  City’s  reports  includes  six  racial/ethnic  groups,  five  of  which  are  required  by  the  EEOC 
(White,  Black,  Hispanic,  Asian,  American  Indian/Alaskan  Nati\  e).  and  one  which  is 
required  by  California  State  Government  Code  §50087  (Eilipino). 

In  the  2000  Census,  respondents  wei-e  allowed  to  identify  themseh  es  in  one  or  more  of  15 
groups  under  ‘race’  and  additionallv  identify  w hether  or  not  they  are  of  Hispanic  origin. 
The  Census  Bureau  then  compiled  data  into  Census  2000  Special  EEO  Tabulation  Eiles 
wdiich  include  six  single  race  groups  (White.  Black,  Hispanic,  Asian.  Other  Pacific  Islander, 
and  American  Indian/ Alaskan  Native),  a group  for  those  identifying  as  ‘some  other  race’, 
four  two-group  combinations,  as  w^ell  as  a category  for  persons  identifying  more  than  t-wo 
races.  Detailed  data  on  Fili})inos  in  the  labor  market  is  not  reported. 

Labor  market  data  on  Asians  includes  census  groiq)s:  ‘Asian  non-Hispanic'  and  ‘Other 
Pacific  Islander  non-Hispanic’.  ONH  (Other  non-Hispanic)  includes  census  groups:  ‘Black 
& White  non-Hispanic’,  ‘American  Indian/Alaskan  Native  & Vi  bite  non-Hispanic', 
‘American  Indian/Alaskan  Native  & Black  non-Hispanic',  ‘Asian  & Black  non-l lispanic  , 
‘Asian  & White  non-Hispanic',  and  ‘Balance  2+  Races  non-His])anic'.  Data  on  "Other  non- 
Hispanics  ’ was  not  used  in  this  report  because  the  Cilv  does  not  currently  collect 
information  for  a comparable  grouping. 

Relevant  labor  market  is  described  as  the  pool  of  indi^  iduals  who  possess  the  requisite 
qiialifications  for  the  job  within  the  geographic  area  in  which  the  agency  can  reasonably 
expect  to  recruit.  Data  on  the  relevant  labor  market  is  com])iled  from  the  Census  2000 
Special  EEO  Tabulation  Files. 
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Ill  order  to  determine  the  geographic  area  for  the  City’s  relevant  labor  market,  DHR  staff  in 
2005.  reviewed  City  employees’  residency  by  address  zip  codes  and  found  that  99%  of  the 
City’s  workforce  reside  in  eleven  California  counties.  Labor  market  data  for  the  eleven 
counties  were  compiled,  proportional  to  the  respective  percentage  in  the  City’s  workforce, 
to  establish  the  City’s  available  labor  market.  For  example,  45%  of  the  City’s  workforce 
resides  in  San  Francisco.  so  the  San  Francisco  labor  market  data  from  the  U.S.  Census 
accounts  for  45%)  of  the  City’s  relevant  labor  market  data.  The  eleven  counties  include:  San 
Francisco  (45%),  San  Mateo  (21.4%),  Marin  (3.1%),  Alameda  (10.3%o),  Contra  Costa 
(10.4%),  Solano  (4.5%)),  Sonoma  (2.2%),  Santa  Clara  (0.7%),  Sacramento  (0.6%), 

Tuolomne  (0.4%),  and  San  Joacpiin  (0.5%). 

4'be  City  reports  workforce  composition  bv  broad  occupational  categories  to  the  EEOC  and 
Dcfiartment  of  Justice.  However,  these  two  agencies,  and  the  Census  Bureau,  each  have 
shgh  tly  different  occupational  categories  and/or  descriptions  of  jobs  within  categories.  For 
example,  the  EEOC  identifies  "Chief  of  Police’  as  an  Official  and  Administrator;  the 
Ih'partment  of  Justice  identifies  the  job  as  Protective  Service — Officials;  and  the  Census 
maps  the  job  to  Protective  Service:  Sworn.  The  Citv’s  HRMS  is  currently  mapped  to 
EfiOC  occupational  categories. 

In  2003,  the  City  submitted  its  EEO-4  Report  to  the  EEOC  and  reported  these 
occupational  categories: 

• Otficials  and  Adminislralors 

. Orof.-.ssionals 

. Workers 

• \dmiiiistrali\'C  Support  W orkers 

. Skilled  Cralt  Workers 

• Ser\  iee  .Maintenance  W orkers. 


In  2004,  the  City  stibmitttul  its  EEO  Plan  to  the  Dejtartment  of  Justice,  which  required 
tlu'.sc  categories: 

. OHieials/Adn.inistralors 


• l^-oteet  i\ e .Ser\  ices 

O Ort'ieials  (all  sworn  keyond  entry4e\ cl) 
o Patrol  Ol'ficers  (all  entry-level  sworn  officers) 


. Skilled  Craft 
• Service  Main 


Iti  December  2003.  the  Censtis  Btireau  released  Special  EEO  Tabulation  Files,  which 
incltidetl  for  state  and  local  government  reporting,  these  occupational  categories: 

• Offieials/Adniinistrators 
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• Protective  Service:  Sworn 

• Protective  Scr^’ic■e:  Non-sworn 

• Adiniiiistralive  Support 

• Skilled  Craft 

• Service  Maintenance. 

Six  ol’eiglit  categories  are  substantially  identical  for  all  three  agencies.  However,  the 
Censvts  did  not  include  a summary  category  for  Paraprofessionals.  And,  the  categories  for 
Protective  Services  are  described  differently  in  each  of  the  three  agencies.  Therefore,  in  this 
report,  data  for  these  categories  will  he  presented,  hut  utilization  will  not  he  calculated. 

The  occupational  categories  specified  in  the  U.S.  Census  Special  2000  EEO  Tabulation  Files 
were  used  in  the  2006  EEO  Workforce  Utilization  Analysis  Report. 

Data  presented  in  the  2006  EEO  Workforce  Utilization  Analysis  Report  represents 
employments  recorded  in  the  PeopleSoft  Human  Resources  Information  Svstem  on  Mav  17. 
2006.  The  data  includes  employees  for  all  City  departments,  except  elected  and  appointed 
officials,  as-needed  workers,  and  employments  in  the  School  and  College  Districts  and  the 
Courts. 


4 


City  and  County  of  San  Francisco 
Department  of  Human  Resources 
Micki  Callahan,  Director 


FY  2008-09 
Annual  Report 

Goals  and  Accomplishments 


GOVERNMENT 
DOCUME^fTS  DEPT 

JUN21  201Z 


SAN  FRANCISCO 
PUBLIC  LIBRARY 


City  and  County  of  San  Francisco 

Gavin  Newsom 
Mayor 


Department  of  Human  Resources 

Micki  Callahan 
Human  Resources  Director 


September  30,  2009 

I am  pleased  to  present  the  Department  of  Human  Resources’  (DHR)  Annual  Report  for 
FY08-09. 

The  Annual  Report  outlines  the  department’s  accomplishments  in  FY08-09  and  presents 
goals  for  FY09-10.  Given  the  downturn  in  the  economy  and  the  City’s  correspondingly 
dire  budget  situation,  DHR  and  other  City  departments  faced  many  challenges  this  past 
fiscal  year.  We  made  difficult  decisions  to  institute  layoffs,  while  continuing  to  deliver 
the  essential  services  of  our  department. 

Some  of  DHR’s  accomplishments  were  directly  related  to  the  budget  and  the  need  to 
refocus  our  priorities  for  the  year.  We  renegotiated  a number  of  Memoranda  of 
Understanding  with  our  labor  organizations,  and  together  we  saved  $70  Million  and 
many  City  jobs.  We  also  instituted  a program  to  provide  assistance  and  guidance  to  our 
laid-off  City  employees  through  the  Job  Transition  Services  Program. 

At  the  same  time,  all  divisions  within  DHR  continued  efficiently  delivering  human 
resource  services  to  departments.  In  this  regard,  two  items  in  particular  should  be 
highlighted.  First,  while  all  other  jurisdictions  faced  a double-digit  increase  in  workers’ 
compensation  costs,  the  City’s  costs  decreased  by  over  7.5%.  Second,  the  City’s 
provisional  count  is  now  at  its  lowest  in  10  years,  indicating  significant  progress  in 
eliminating  examination  backlogs. 

DHR  also  recognized  the  need  to  continue  Civil  Service  Reform  efforts.  We  initiated  the 
discussions  and  process  and  look  forward  to  working  with  the  Civil  Service  Commission, 
City  departments  and  labor  organizations  over  the  next  fiscal  year  to  improve  and  expand 
reforms. 

I hope  you  find  this  information  useful  and  informative  and  look  forward  to  any  feedback 
or  comments  you  may  have. 


Sincerely, 


Micki  Callahan 
Human  Resources  Director 


One  South  Van  Ness  Avenue,  4'^  Floor,  San  Francisco,  CA  94103-1267  • (415)  557-4800  ■ www.sfgov.org/dhr 
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1.1  Department  Overview 

The  Department  of  Human  Resources  (DHR)  has  the  following  mission,  vision,  and  values  to 
reflect  the  guiding  direction  and  principles  of  our  work: 

Mission:  The  Department  of  Human  Resources  recruits,  engages,  and  develops  the  City’s 
workforce  to  meet  the  expectations  and  service  needs  of  San  Franciscans. 

Vision:  We  strive  to  provide  expert  human  resources  services  through  leadership,  facilitation, 
and  innovation. 

Values: 

o Accountability:  We  take  pride  in  our  work  and  are  responsive  to  each  other  and  those 
who  depend  on  our  services. 

o Caring:  We  understand  that  our  work  affects  individual  lives  and  the  delivery  of 

important  City  services.  For  this  reason,  we  are  communicative  with  those  who  depend 
on  us. 

o Excellence:  We  strive  for  the  highest  levels  of  individual  and  organizational  achievement. 

We  recognize  exemplary  and  dedicated  performance, 
o Fairness:  We  act  with  honesty,  integrity  and  ethics.  We  are  committed  to  merit-based 
employment  principles  and  equal  employment  opportunity, 
o Respect:  We  recognize  the  value  of  each  individual  and  view  our  diversity  as  a strength, 
o Teamwork:  We  perform  our  work  with  collaboration  and  cooperation.  We  support  each 
other  through  honest  communication  and  a safe  and  learning  environment. 

Organizational  Structure: 

The  City’s  Civil  Service  Commission  (Commission)  is  the  policymaking  and  appeals  body  that 
administers  Civil  Service  Rules.’  The  Commission’s  five  members  are  appointed  by  the  Mayor 
for  six  year  terms,  and  are  charged  with  adopting  the  rules,  policies  and  procedures  necessary  to 
carry  out  the  civil  service  provisions  of  the  City’s  Charter.  The  Human  Resources  Director  is 
selected  by  the  Mayor  from  candidates  nominated  by  the  Commission  and  confirmed  by  a vote 
of  the  Board  of  Supervisors. 

DHR  is  tasked  with  administering  personnel  policies  and  procedures  as  determined  by  the 
Commission,  and  is  organized  into  the  following  broad  functional  areas: 

The  Employment  Services  Division  (ESD)  includes  the  Recruitment  and  Assessment  Services 
team,  the  Client  Services  team,  the  Classification  and  Compensation  team,  and  the  Employment 
Information  Services  team.  Collectively,  these  teams  provide  expert  human  resources 
consultation  and  direct  services  in  all  operational  areas  of  the  City’s  human  resource  program. 
The  core  work  is  the  recruitment  and  management  of  the  City’s  workforce,  in  accordance  with 


’ Appendix  A.  Glossary  of  Terms  presents  key  terms  used  throughout  this  report. 
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consistent  and  fair  application  of  the  merit  system  principles  that  ensure  equal  employment 
opportunity. 

The  Employee  Relations  Division  (ERD)  negotiates  and  administers  the  provisions  of  collective 
bargaining  agreements  between  the  City  and  the  labor  organizations  that  represent  City 
employees,  facilitates  and  administers  disciplinary  and  contract  grievances  and  contractual 
provisions,  conducts  meet  and  confer  processes  with  labor  organizations,  and  administers  the 
Employee  Relations  Ordinance. 

The  Equal  Employment  Opportunity  Division  (EEO)  provides  professional,  expert 
consultation  to  applicant,  employees  and  departments  with  respect  to  employment  and 
accommodation  of  persons  with  disabilities;  trains  supervisors  and  managers  to  prevent 
workplace  harassment;  and  investigates  and  resolves  complaints  of  harassment  and  employment 
discrimination. 

The  Workers’  Compensation  Division  (WC)  administers  benefits  related  to  industrial  injuries 
and  illnesses  in  compliance  with  state  and  local  laws  and  regulations;  coordinates  Citywide 
safety  and  prevention  efforts;  and  facilitates  retum-to-work  programs. 

The  Workforce  Development  Division  (WD)  develops  and  implements  citywide  training  and 
organizational  development  programs;  manages  succession  and  workforce  planning  programs 
and  the  Citywide  Performance  Planning  and  Appraisal  program;  and  provides  assistance  to 
employees  subject  to  layoff. 

The  Project  eMerge  Division  (e-Merge)  is  dedicated  to  achieving  operational  efficiencies  across 
all  City  business  processes  and  systems  through  the  acquisition,  configuration  and 
implementation  of  a comprehensive  human  resources  management  system.  The  project  is 
specifically  intended  to  update  recruitment,  performance,  training,  workforce  management, 
disaster  service  workers  tracking,  employee  benefits,  payroll,  timesheets  and  attendance. 

The  Administration  Division  (ADM)  provides  internal  administrative  support  and  expertise  to 
ensure  efficient  department  operations;  implements  citywide  projects  such  as  the  Disaster 
Service  Worker  program;  and  implements  policy  changes  through  the  Civil  Service  Reform 
program. 
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Functional  Organization  Chart 


1.2  Summary  of  DHR  FY  2008-09  Accomplishments 

DHR  made  significant  strides  in  improving  efficiency  and  effectiveness^  in  FY  2008-09.^  This 
included  implementation  of  or  progress  in  numerous  human  resources  functions.  This  section 
highlights  the  major  accomplishments  of  each  team. 

Employment  Services 

o Faster/Streamlined  Hiring:  Position  Based  Testing  (PBT)  was  fully  implemented, 

reducing  hiring  times  for  most  positions  to  less  than  90  days.  DHR  created  a list  of  over 
550  pre-approved  classes  for  which  the  new  PBT  selection  process  is  used.  As  a result  of 
the  training  program  and  consulting  services  DHR  provided  to  departments,  the  average 
amount  of  time  required  to  issue  a PBT  eligible  list  is  now  63  days.  Appendix  C, 
Applicant  and  Application  Data,  provides  details  on  the  applications  processed  for 
positions  citywide  for  FY  2008-09. 

o Provisional  Appointment  Reductions:  DHR  and  the  departments  reduced  provisional 
appointments  by  39%  in  one  year.  Currently,  this  is  the  lowest  provisional  level  in  the 
last  1 0 years. 

o Faster/Streamlined  Hiring:  A streamlined  electronic  review  process  was  initiated  to  grant 
preliminary  approval  of  new  and  substituted  positions  for  the  new  budget  cycle. 

o Faster  Hiring  and  Cost  Efficiencies  in  Safety  Examinations:  DHR  opened  the  Center  for 
Testing  of  Occupational  Performance  and  Potential  (TOPP  Center),  a centralized  police 
testing  facility  to  expedite  hiring  efforts  and  create  cost  efficiencies.  DHR  plans  to 
expand  the  facility  into  a dedicated  multi-use  police/safety/citywide  examination  facility 
for  use  by  other  City  departments. 

o Real-time  Electronic  Posting  offending  Actions:  DHR  successfully  launched  a pilot 
program  for  electronic  public  posting  of  pending  actions  on  the  DHR  website.  The  pilot 


^ Appendix  B.  List  of  DHR  Reports  shows  reports  published  on  a regular  basis  on  the  human  resource  functions. 
^ FY  2008-09  refers  to  the  fiscal  year  starting  July  1,  2008  and  ending  on  June  30,  2009. 
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program  provides  real-time  information  to  the  public  regarding  pending  classification 
actions,  personal  services  contract  (PSC)  proposals,  tentative  eligible  lists,  and  exceptions 
to  the  order  of  layoff  (EOL). 

o Classification  and  Compensation:  DHR  established  a Classification  and  Compensation 
Team,  responsible  for  overseeing  the  City’s  classification  plan  and  managing  the  City’s 
compensation  structure.  The  team  is  working  to  modernize  the  City’s  classification 
system  to  reduce  the  number  of  classifications  with  overlapping  responsibilities  and  limit 
inconsistency  in  utilization  and  compensation  of  classifications.  The  team  is  also  working 
to  ensure  that  appointments  are  made  to  appropriate  classifications  and  levels  within  job 
code  series. 

o Layoffs  and  Special  Conditions:  DHR  revised  the  review  and  application  of  special 
conditions  during  the  layoff  process  to  better  ensure  that  individuals  who  displace  other 
employees  are  qualified  for  their  positions. 

Employee  Relations 

o Overtime  Legislation  Reform:  DHR  helped  draft  legislation  and  conducted  meet  and 
confer  sessions  with  all  labor  organizations  to  reform  the  City’s  overtime  policies. 
Implemented  processes  for  departments  to  request  exceptions  to  new  rules  under  certain 
circumstances. 

o Labor  Negotiations:  Due  to  the  economic  situation,  DHR  initiated  wage  concession 
bargaining  with  all  of  the  City’s  labor  organizations.  27  Memoranda  of  Understanding 
were  negotiated,  which  resulted  in  savings  to  the  City  of  over  $70  Million. 

o Statements  of  Incompatible  Activities:  DHR  conducted  meet  and  confer  sessions  with  all 
labor  organizations  regarding  the  Statement  of  Incompatible  Activities  (SIAs)  in  the 
previous  fiscal  year.  In  FY08-09  the  process  was  completed  and  all  of  the  City 
departments’  SIAs  were  approved  by  the  Ethics  Commission  and  implemented. 

Equal  Employment  Opportunity 

o Transfer  of  Police  LEO:  DHR  and  the  Police  Department  completed  the  transfer  of 
Police  EEO  functions  to  DHR,  thus  providing  conformity  in  the  timeframe  for  filing  a 
complaint  and  for  the  review  and  investigation  of  EEO  complaints. 

o Mandatory  Harassment  Prevention  Training:  DHR  coordinated  the  delivery  of 
Harassment  Prevention  Training  for  5,100  City  supervisors,  as  required  by  state  law 
(Assembly  Bill  1825). 

o Reasonable  Accommodations:  DHR  updated  the  City's  Reasonable  Accommodation 
Handbook  and  delivered  Reasonable  Accommodation  training  to  180  City  human 
resources  professionals. 

o Mediation  Program:  DHR  expanded  its  mediation  program  with  Hastings  College  of  Law 
to  include  mediation  of  non-EEO  employee  disputes,  conflicts  and  complaints. 

Workers’  Compensation 

o Reduction  of  Workers'  Compensation  Medical  Costs:  DHR  reduced  workers’ 

compensation  medical  costs  by  7.53%  from  FY07-08.  This  accomplishment  is  all  the 
more  impressive  given  the  fact  that  these  costs  are  increasing  for  all  other  agencies 
statewide. 
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o Workers’  Compensation  Expenditures  Under  Budget:  Workers’  Compensation 

expenditures  were  8.55%  under  budget  for  this  fiscal  year,  and  8.06%  lower  than  those  of 
the  previous  fiscal  year. 

Workforce  Development 

o Training  and  Organization  Development:  Through  the  Training  and  Organization 
Development  Unit  and  the  Employee  Assistance  Program  (EAP)  Unit,  DHR  provided 
citywide  training  to  employees,  through  workshops  totaling  15,280  classroom  hours,  to 
1 ,974  employees.  The  unit  worked  with  29  departments  on  special  projects,  including 
customized  training  and  retreat  facilitations  that  involved  1,760  employees.  DHR 
implemented  a Regional  Training  Academy  for  local  jurisdictions  and  developed  the  Job 
Transition  Services  Program  (JTSP)  for  City  employees  who  were  laid-off  or  displaced 
by  layoffs. 

o City  University:  DHR  expanded  the  City  University  (CU)  program  with  San  Francisco 
State  University-College  of  Extended  Learning  and  City  College  of  San  Francisco  by 
providing  13,095  classroom  hours  of  instruction  to  510  employees.  CU  partnered  with  the 
Department  of  the  Environment  and  sponsored  two  Leadership  in  Energy  and 
Environmental  Design  (LEED)  training  workshops.  DHR  continued  to  sponsor,  in 
conjunction  with  the  Controller’s  Office,  a Municipal  Government  Accounting  class. 

o Mandatory  P.erformance  Plans  and  Appraisals:  DHR  continued  oversight  of  the  Citywide 
Performance  Planning  and  Appraisal  program,  which  has  recognized  an  increase  in 
compliance  to  87%  in  FY07-08.  The  program  was  expanded  to  standardize  performance 
planning  and  appraisals  for  department  heads. 

o Workforce  and  Succession  Planning:  In  the  area  of  Workforce  and  Succession  Planning, 
DHR  completed  a pilot  Human  Resources  Management  Program  for  human  resources 
personnel  analysts,  and  implemented  a knowledge  management/knowledge  transfer 
program  in  WD. 

o City  Hall  Fellows  Program:  DHR  established  and  administered  the  City  Hall  Fellows 
program,  a year-long  fellowship  for  recent  college  graduates  to  gain  work  experience  in 
local  government  with  the  goal  of  encouraging  them  to  consider  local  government  as  a 
career.  The  Fellows  utilize  their  energy  and  talent  to  work  on  projects  within  City 
departments. 

Project  eMerge 

o Phase  1 Planning:  Project  staff  completed  the  planning  and  discovery  stages  of  Phase  1 of 
the  project.  Planning  and  discovery  entailed  meeting  with  every  major  department  within 
the  City  to  understand  and  identify  system  requirements,  processes  that  are  done  today, 
and  required  functionality  for  the  future. 

o Policy  Database:  DHR  created  a policy  database  that  catalogs  the  municipal  code,  civil 
service  rules  and  MOUs,  ensuring  the  design  and  configuration  of  the  new  system 
accounts  for  all  these  rules  and  requirements. 

o Phase  1 Functionality:  DHR  finalized  the  scope  of  the  Phase  1 delivered  functionality. 
This  scope  was  determined  by  meeting  with  the  key  stakeholders  and  the  Executive 
Steering  Committee.  We  began  the  process  of  configuring  the  product  for  Phase  1 
deployment.  Configuration  of  the  new  system  included  the  design  considerations  for 


functionality  to  work  within  City  rules,  regulations  and  requirements,  MOUs,  civil 
service  rules,  and  other  city  requirements. 

o Phase  2:  The  project  completed  the  planning  stage  and  kicked  off  the  discovery  stage  for 
Phase  2,  which  runs  in  parallel  to  Phase  1 . Phase  2 includes  time  collection  and  absence 
management.  Discovery  includes  looking  at  the  current  business  processes  and  practices, 
what  the  business  requirements  are,  and  how  we  will  use  the  system  in  the  future. 

Administration 

o Civil  Service  Reform:  DHR  conducted  stakeholder  meetings  with  departments  regarding 
civil  service  issues,  developed  recommendations  for  civil  service  reforms,  presented  them 
before  the  Commission  and  developed  a plan  for  implementation. 

o Disaster  Preparedness:  DHR  managed  the  development  and  execution  of  DHR’s  disaster 
preparedness  exercises,  including  testing  of  our  systems  for  deploying  employees  and 
registering  volunteer  Disaster  Service  Workers. 

o Centralized  Location  for  DHR:  DHR  centralized  its  divisions  into  one  physical  location 
to  support  all  citywide  human  resources  functions. 

o Coordination  of  Citywide  Personal  Service  Contracts:  DHR  centralized  departmental 
contracts  under  a single  contract  manager  who  manages  the  department  Request  for 
Proposal  process  and  coordinates  citywide  Personal  Service  Contracts.  The  Contract 
Manager  monitors  and  tracks  all  department  contracts  ensuring  timely  extensions  and 
providing  in-house  advice  and  guidance  to  division  managers. 

o Department  Head  Performance  Plan  and  Appraisals:  DHR  assisted  the  Mayor’s  Office  in 
developing  and  tracking  a Department  Head  Performance  Plan  and  Appraisal  system, 
including  the  development  of  forms,  instructions  and  guidance  for  completion  of  the 
Performance  Plans. 

o Volunteer  Activities:  DHR  planned  and  participated  in  a significant  number  of  charitable 
volunteer  causes  - AIDS  Walk,  Combined  Charities  Campaign,  Daffodil  Day  for  the 
American  Cancer  Society,  the  San  Francisco  Fire  Department  Toy  Drive,  and  the 
Mayor’s  Office  of  Neighborhood  Services  School  Backpack  Supply  drive.  DHR 
participated  in  Shape  Up  San  Francisco  projects  - the  American  Lung  Association  Stair 
Climb,  the  Stadium  to  Stadium  Walk/Run  and  organized  noontime  exercises  classes  at 
DHR. 

1.3  Summary  of  Goals  for  FY  2009-10 

To  continue  improvement  of  city  human  resource  systems,  teams  within  DHR  will  pursue  the 

following  major  goals: 

Employment  Services 

o Integrated  Delivery  of  Services:  To  develop  and  implement  a “systems  solution”  model 
for  integrated  delivery  of  expert  professional  human  resources  services  that  incorporates 
the  work  of  all  units  and  functions  in  ESD  - Client  Services,  Recruitment  and 
Assessment,  Referral,  Employment  Information  Services,  and  Classification  and 
Compensation. 

o Communication  and  Collaboration:  To  improve  communication  and  collaboration  within 
ESD  units  and  the  larger  HR  community.  To  identify  and  implement  technology  systems 
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or  infrastructure  design  to  support  and/or  develop  enhanced  communication  and 
collaboration. 

o Enhance  Accountability:  To  increase  efficiency  and  effectiveness  through  standardization 
and  process  improvements  based  on  best  or  common  practices  to  increase/enhance 
accountability  in  our  work. 

Employee  Relations 

o Successor  MOUs:  To  negotiate  successor  MOUs  for  crafts/building  trades,  miscellaneous 
safety,  deputy  sheriffs,  TWU  Local  250-A  (non-MTA),  TWU  Local  200  (non-MTA)  and 
Teamsters  that  meet  City  interests  with  respect  to  budget,  efficiency,  recruitment,  and 
retention. 

o Civil  Service  Reform:  To  meet  and  confer  with  labor  organizations  over  the  impact  of 
continued  Civil  Service  Reform  efforts. 

o Substance  Abuse  Prevention  Policy:  To  conduct  meet  and  confers  and  finalize  a 

Substance  Abuse  Prevention  policy  for  employees  in  safety  sensitive  positions  that  goes 
beyond  the  base  requirements  of  the  U.S.  Department  of  Transportation. 

Equal  Employment  Opportunity 

o Consultative/Facilitative  Model:  To  establish  a consultative/facilitative  model  for 

delivery  of  LEO  program  services.  This  proactive  approach  will  increase  the  number  of 
DHR  LEO  staff  meetings  with  departmental  management  to  discuss,  assess,  and  develop 
a plan  for  addressing  employee  conflict.  The  goal  is  to  resolve  issues  at  the  lowest  level 
and  before  they  become  formal  complaints. 

o Harassment  Prevention  Training:  To  deliver  the  third  edition  of  Harassment  Prevention 
Training  to  approximately  6,000  City  supervisors  and  managers,  in  conformance  with 
Assembly  Bill  1825. 

o Reasonable  Accommodation  Training:  To  develop  and  deliver  a series  of  interactive/role 
playing  Reasonable  Accommodation  Trainings  to  human  resources  professionals  and 
City  supervisors  and  managers. 

Workers’  Compensation 

o Medical  Provider  Network:  To  fully  implement  the  revised  Medical  Provider  Network 
(MPN). 

o Reduce  Workers’  Compensation  Costs:  To  reduce  overall  workers’  compensation  costs 
by  5%. 

o iVOS  System:  To  implement  the  iVOS  system,  which  will  increase  the  ability  to  go 
paperless  by  allowing  all  documents  to  be  scanned  and  attached  to  an  electronic  file.  This 
system  will  enable  the  electronic  transfer  of  information  to  attorneys  and  doctors,  thereby 
streamlining  the  process. 

Workforce  Development 

o Workforce  & Succession  Planning:  To  continue  the  development  of  workforce  and 
succession  planning  work  by  publishing  the  2009  Workforce  and  Succession  Planning 
Report.  Additionally,  to  hold  a Citywide  Workforce  and  Succession  Planning  Conference 
to  (i)  address  the  need  to  continue  this  work  in  the  midst  of  the  budget  situation  and  (ii) 
share  lessons  from  other  City  departments  and  local  jurisdictions  as  to  best  practices. 
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o Expansion  of  Training:  To  expand  training  programs  by  offering  a Leadership  Program 
as  a follow-up  to  the  24-PLUS  supervisor  and  manager  training.  To  begin  on-line  training 
and  blend  learning  opportunities.  To  develop  and  implement  new  training  targeting 
human  resource  professionals  through  a human  resources  fundamentals  program  for  all 
personnel  analysts  Citywide. 

o JTSP  Services:  To  continue  to  provide  services  to  laid-off  and  displaced  City  employees 
through  the  JTSP,  as  needed. 

Project  e-Merge 

o Phase  1 Development:  To  complete  the  development  of  Phase  1 functionality  including 
required  interfaces  and  enhancements.  This  stage  includes  stakeholders  meetings  and 
User  Acceptance  Testing. 

o End-User  Training:  To  complete  end-user  training  and  parallel  testing  for  Phase  1 . End- 
user  training  will  be  deployed  to  over  1,000  primary  users  of  the  system  Citywide  and 
will  include  all  business  processes  affected  by  this  roll  out. 

o Phase  1 Testing:  To  complete  parallel  testing  for  Phase  1 to  include  testing  payroll  runs, 
benefits,  and  human  resources  practices. 

o Phase  1 Deployment:  To  deploy  Phase  1 functionality  to  the  entire  City.  Phase  1 business 
functions  include  payroll,  core  human  resources  functions,  position  management, 
recruitment,  and  benefits  administration. 

o Phase  2 Discovery  & Configuration:  To  complete  Phase  2 (time  & attendance  and 

absence  management)  discovery  and  configuration.  Deployment  of  Phase  2 functionality 
is  targeted  for  FYl 0-1 1 . 

Administration 

o Disaster  Preparedness  Documentation:  To  continue  to  expand  existing  disaster 

preparedness  documents  (i.e..  Continuity  of  Operations  Plan  - COOP)  to  address  a wide 
range  of  emergencies  and  events  (i.e.,  HlNl). 

o Disaster  Preparedness  Exercises:  To  continue  to  develop  and  engage  in  disaster 
preparedness  exercises  to  ensure  readiness. 

o Civil  Service  Reform:  To  continue  the  implementation  of  Civil  Service  Reform  through 
revision  of  Civil  Service  Rules  and  DHR  policies  and  procedures. 


1.4  Civil  Service  Reform  Phase  II  - Unfinished  Business 

DHR  continues  to  identify  and  implement  needed  changes  to  the  City’s  civil  service  and  human 
resources  systems  and  processes.  Through  Phase  II  of  DHR’s  reform  efforts,  we  convened 
meetings  with  a number  of  the  City’s  stakeholders  to  identify  additional  areas  in  need  of  reform. 
This  included  department  heads,  human  resources  personnel  and  managers,  examination 
administrators,  the  Mayor’s  Office,  the  Controller’s  Office,  the  Civil  Service  Commission  and 
DHR’s  own  internal  division  staff. 

In  addition  to  our  ongoing  efforts  to  identify  ways  to  improve  or  expand  upon  previous  civil 
service  reform  efforts,  DHR  will  seek  to  implement  a number  of  new  reforms  intended  to: 


II 


Appendix  A.  Glossary  of  Terms 


Appointment  - the  act  of  hiring  an  employee. 

Civil  Service  Commission  - comprised  of  five  commissioners  appointed  to  six  year 
terms  by  the  Mayor.  Has  the  power  to  establish  rules,  policies  and  procedures  to  carry  out 
the  civil  service  merit  system  provisions  of  the  Charter  of  the  City  and  County  of  San 
Francisco. 

Civil  Service  System  - used  to  describe  the  body  of  rules  and  policies  that  govern 
personnel  practices.  Includes  provisions  in  the  City  Charter,  Administrative  Code,  Civil 
Service  Rules,  Memoranda  of  Understanding,  and  departmental  policies  and  procedures. 

Classification  - the  process  of  categorizing  job  duties,  responsibilities,  and  qualifications 
into  a system  of  organized  series  of  jobs.  Also,  a noun  referring  to  the  four  digit-number 
and  corresponding  title  for  each  position  in  the  City’s  Classification  Plan.  Alternative 
terms  include  “job  class”  and  “job  code.” 

Eligible  List  - a list  of  qualified  applicants  (typically  in  rank  order)  who  meet  or  exceed 
the  minimum  qualifications  for  a class  and  have  passed  an  examination  or  selection 
process. 

Exam  - a tool  used  to  measure  the  extent  to  which  an  applicant  possesses  the  knowledge, 
skills  and  abilities  to  perform  the  essential  duties  of  a job.  Exam  formats  include: 
multiple  choice  tests,  job  simulations,  and  supplemental  questionnaires. 

Job  Class  or  Job  Code  - a four-digit  number  and  corresponding  job  title;  e.g.,  1652 
Senior  Accountant,  7344  Carpenter,  or  2320  Registered  Nurse. 

Position  - a specific  job  within  a classification.  For  example,  there  are  many  positions  in 
a number  of  departments  throughout  the  city  in  classification  1824  Principal 
Administrative  Analyst. 
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Appendix  B.  DHR  Reports 


r 

Title/Description 

Prepared 

by(i) 

Prepared  for 

Frequency 

Timing 

1 

Provisional  Employee  Report 

RAS,  MTA 

Civil  Service 
Commission 

twice 

annually 

2nd  Civil  Service  Commission 
meeting  in  February  & August 

2 

Appointment  Exempt  from  Civil  Service 
under  the  1996  Charter  Section  10.104-1 
through  10.104-12 

CS 

Civil  Service 
Commission 

as  needed 

Prior  to  approval  of  request  & 
for  number  of  appointments  of 
full  time  employees  to  exceed 
2%. 

3 

Appointment  Exempt  from  Civil  Service 
under  the  1 996  Charter  Section  1 0. 1 04-1 6 
through  10.104-18 

CS,  MTA 

Civil  Service 
Commission 

twice 

annually 

2nd  Civil  Service  Commission 
meeting  in  February  & August 

4 

Salary  Survey  for  Registered  Nurse 
Classifications 

CC 

Civil  Service 
Commission 

once 

annually 

2nd  Civil  Service  Commission 
meeting  in  April 

5 

Class  Consolidation 

CC 

Civil  Service 
Commission 

as  needed 

regular  Civil  Service 

Commission  meeting 

6 

Survey  of  monthly  rates  paid  to  Police 

Office  & Fire  Fighters  in  all  cities  350,000 
or  more  in  the  State  of  California 

CC 

Civil  Service 
Commission 

once 

annually 

2nd  Civil  Service  Commission 
meeting  in  July 

7 

EEO  Workforce  Utilization  Analysis 

EEO 

Civil  Service 
Commission 

every  5 years 

regular  Civil  Service 

Commission  meeting 

T 

Annual  Report  on  the  Certification  of 
Eligibles  - Entry  and  Promotion-Uniformed 
Ranks  of  Police  and  Fire 

RAS 

Civil  Service 
Commission 

once 

annually 

2nd  Civil  Service  Commission 
meeting  in  August 

T 

Personal  Services  Contract  Report 

ADM 

Civil  Service 
Commission 

twice 

monthly 

regular  Civil  Service 

Commission  meetings 

"io 

Personal  Services  Contract  Report 

ADM 

Civil  Service 
Commission 

once 

annually 

August  or  September 

TT 

Prevailing  Wage  Rates 

CC 

Civil  Service 
Commission 

once 

annually 

2nd  Civil  Service  Commission 
meeting  in  September 

I2 

Efficiency  Plan 

ADM 

Mayor's  Office 

once 

annually 

early  November 

I3 

DHR  Annual  Report 

ADM 

General  public  & 
policymakers 

once 

annually 

August 

I4 

Workforce  Analysis 

ADM 

General  public  & 
policymakers 

every  other 
year 

August 

1? 

Succession  Planning  Report 

WD 

Policymakers, 

departments 

every  other 
year 

August 

le 

DHR  Budget  Performance  Measures 

ADM 

Controller's  Office 

twice 

annually 

February  & September 

If 

Report  on  the  Status  of  Occupational 

Health  and  Safety  at  the  City  & County  of 
San  Francisco  (aka  Citywide  Health  & 
Safety  Report) 

WCD 

Workers' 

; Compensation 
Council 

every  other 
year 

September 

Is 

Workers'  Compensation  Council  Meeting 
Presentations 

WCD 

Workers' 

Compensation 

Council 

3-4  times  per 
year 

Per  Council  schedule 
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Title/Description 

Prepared 

by{1) 

Prepared  for 

Frequency 

Timing 

19 

Workers'  Compensation  Council  Annual 
Report  to  the  Board  of  Supervisors 

WCD 

Board  of 
Supervisors 

once 

annually 

November 

20 

Workers'  Comp  portion  of  Citywide  SFStat 
presentations 

WCD 

SFStat  panelists 

quarterly 

Per  SFStat  schedule 

21 

Workers'  Compensation  Cost  Projection 

WCD 

Mayor's  & 
Controller's 

Offices 

monthly 

End  of  month 

I2 

Workers'  Compensation  Budget  Proposal 

WCD 

Mayor,  Controller, 
and  department 
heads 

once 

annually 

February 

23 

Workers'  Compensation  Costs  by  Category 

WCD 

Controller's  Office 

once 

annually 

End  of  fiscal  year 

24 

Claims  Summary  Report 

WCD 

Actuary  and 
Auditors 

once 

annually 

End  of  fiscal  year 

(1)  Abbreviations: 

ADM  - Administrative  Division 

CC  - Classification  and  Compensation  Unit 

CS  - Client  Services  Unit 

EEC  - Equal  Employment  Opportunity  Division 

MTA  - Municipal  Transportation  Agency  (separate  department  from  DHR) 

RAS  - Recruitment  & Assessment  Services  Unit 

WCD  - Workers'  Compensation  Division 

WD  - Workforce  Development  Division 
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Applicants  and  Applications 

o This  section  describes  applications  for  city  employment  during  FY  2008-09.  DHR 
processed  applications  for  all  permanent  civil  service,  provisional,  and  exempt 
positions,  with  the  exception  of  provisional  and  exempt  positions  in  the 
Department  of  Public  Health  (DPH)  and  MTA.  While  the  City's  Classification 
Plan  has  approximately  1,100  job  classes,  examinations  are  not  conducted  for 
each  classification  in  each  year;  they  are  conducted  where  there  is  a need  to  hire. 
This  means  that  the  applicant  pool,  and  applications  submitted,  can  vary' 
substantially  from  year  to  year.  For  example,  the  City  typically  receives  thousands 
of  applications  for  entry'  level  firefighter  positions  only  in  years  when  new  recruits 
are  sought. 

o The  total  number  of  individuals  applying  for  City  employment  in  FY  2008-09  was 
51,059.  while  the  total  number  of  applications  received  was  80,994. 

o Each  applicant  submitted  an  average  of  1 .6  applications,  with  numbers  ranging 
from  a single  submission  to  69  applications  submitted  by  one  applicant. 

o The  proportion  of  applicants  and  applications  from  Bay  Area  county  residents 
was  the  84.3%  and  87.3%,  respectively.  The  largest  group  of  applicants  was  San 
Francisco  County  residents  (35.3%),  followed  by  San  Mateo  (14.1%)  and 
Alameda  (13.4%)  counties.  Another  15.7%  of  applicants  lived  outside  of  the  Bay 
Area. 

o The  highest  percentage  of  applications  came  from  San  Francisco  County  residents 
(39%),  followed  by  San  Mateo  (15%)  and  Alameda  (13.3%)  counties.  Another 
12.7%  of  applications  were  from  outside  the  Bay  Area. 


Applicants  & Applications  by  County  of  Residence 


Bay  Area  Counties 
Alameda 
Contra  Costa 
Marin 
Napa 

San  Francisco 
San  Mateo 
Santa  Clara 
Solano 
Sonoma 

Subtotal  Bay  Area  Counties 


6,841  13.4%  10,773  13.3% 

4,795  9.4%  7,460  9.2% 

1.181  2.3%  1,702  2.1% 

217  0.4%  309  0.4% 

18,029  35.3%  31,584  39.0% 

7.182  14.1%  12,124  15.0% 

1,980  3.9%  2,809  3.5% 

1,733  3.4%  2,629  3.2% 

1,069  2.1%  1,308  1.6% 

43,027  84.3%  70,698  87.3% 

8,032  15.7%  10,296  12.7% 


Outside  of  Bay  Area 


Total 


51,059  100.0%!  80,994  100.0% 


Source:  Applicant  Tracking  and  Referral  System 
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o Asa  subset  of  the  total  applicants,  the  total  number  of  applicants  to  the  entry  level 
Q2  Police  Officer  job  class'^  for  FY  2008-09  was  1,563. 


Residence  of  Q2  Police  Officer  Applications 


Residence 

# 

% 

Bay  Area  Counties 

Alameda 

247 

15.8% 

Contra  Costa 

201 

12.9% 

Marin 

49 

3.1% 

Napa 

10 

0.6% 

San  Francisco 

342 

21.9% 

San  Mateo 

234 

15.0% 

Santa  Clara 

73 

4.7% 

Solano 

86 

5.5% 

Sonoma 

78 

5.0% 

Subtotal  Bay  Area  Counties 

1,320 

84.5% 

Outside  of  Bay  Area 

243 

15.5% 

Total 

1,563 

100.0% 

[source:  Applicant  Tracking  and  Referral  System  j 

o The  largest  number  of  Q2  applicants  is  for  San  Francisco  County  residents 
(21.9%),  followed  by  applicants  residing  in  Alameda  (15.8%)  and  San  Mateo 
(15%)  counties. 


Applications  and  Job  Classes 

o In  FY  2008-09,  there  were  five  or  fewer  applications  received  for  1 8%  of  the 
classifications  for  which  the  City  received  applications.  In  addition,  40  job  classes 
(10%)  received  over  500  applications  per  class. 


Job  Classes  Receiving  Applications 


Number  of  Applications  Received 

Number  of 
Classes 

% 

500  or  more 

40 

10% 

100-499 

117 

28% 

50-99 

67 

16% 

6-49 

119 

28% 

5 or  fewer 

75 

18% 

Total 

418 

100% 

[source:  Applicant  Tracking  and  Referral  System  [ 

o Applications  to  the  ten  classifications  in  the  table  below  constituted  3 1 .7%  of  all 
applications  received. 


The  Q2  Police  Officer  job  class  was  highlighted  in  the  2007  workforce  analysis,  as  it  is  a critical  position 
that  is  hard-to-fill.  The  examination  process  requires  multiple  examination  components  and  an  increased 
level  of  effort. 
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Appendix  C.  Applicant  and  Application  Data 


10  Job  Classes  Receiving  the  Most  Applications 


H2 

Firefighter 

10,854 

13.4% 

9922 

Public  Service  Aide  - Associate  To  Professioi 

2,718 

3.4% 

2708 

Custodian 

1,739 

2.1% 

9132 

Transit  Fare  Inspector 

1,690 

2.1% 

8238 

Police  Communications  Disp 

1,632 

2.0% 

7514 

General  Laborer 

1,615 

2.0% 

Q2 

Police  Officer 

1,563 

1.9% 

9910 

Public  Service  Trainee 

1,417 

1.7% 

4321 

Cashier  2 

1,239 

1.5% 

1324 

Customer  Service  Agent 

1,191 

1.5% 

Total  Applications  Received  for  Top  10  Job  Classes 

25,658 

31.7% 

Total  Applications 

80,994 

Source:  Applicant  Tracking  and  Referral  System 

Application  Status 

o Of  the  80,994  applications  received  during  FY  2008-09,  49,373  applications^ 
were  for  positions  requiring  an  examination  process.  The  number  of  applications 
affects  the  level  of  effort  required  to  conduct  an  examination  process.  Some 
positions  were  continuously  open  to  receiving  applications  at  any  time,  while  the 
majority  had  closing  dates.  Of  the  total  applications  in  the  examination  process, 
72%  were  deemed  minimally  qualified,  while  16,016  applications  (28%)  were 
rejected  because  they  either  did  not  meet  the  filing  terms  (e.g.  were  late)  or  were 
not  minimally  qualified. 

o Group  A:  One  percent  of  those  qualifying  did  not  attend  the  exam  and  1%  failed 
the  exam.  Including  those  that  were  rejected  for  failure  to  meet  filing  terms  or 
minimum  qualifications,  27%  of  applications  were  eliminated  from  the  selection 
process. 

o Group  B:  A total  of  53%  of  applications  could  lead  to  hires,  because  they  were 
available  for  open  positions  (52%),  qualified  and  on  a register  (1%). 

o Group  C:  501  applications  (1%)  resulted  in  hires,  meaning  they  were  certified  as 
Permanent  Civil  Service  (PCS). 

o Group  D:  The  status  of  1 6%  of  applications  is  not  finally  resolved.  Of  these 
applications,  79%  of  them  were  recently  submitted  and  not  yet  processed.  The 
remaining  applications  were  not  finally  resolved  due  to;  general  waivers, 
recruitment/appointment  on  hold,  qualifications  subject  to  verification,  and 
applicants  who  voluntarily  withdrew  their  names  from  the  eligible  list. 


^ These  applications  were  for  Permanent  Civil  Service  (PCS)  job  classes,  registers,  or  class-based  testing, 
or  position-based  testing. 
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Total  Applications  Received  & 
in  the  Examination  Process 
49,373 


(A)  Not  Minimally  Qualified/Did 

Minimally  Qualified  (72%) 

Not  Meet  Filing  Terms  (28%) 

(A)  Did  Not 

(B)  Qualified, 

Attend  Exam 

on  Register 

(1%) 

(1%) 

I 

(A)  Failed 

(B)  Available  for 

Exam  (1%) 

Qpen  Positions 

(52%) 

(C)  Certified 
(1%) 

(D)  Awaiting 
Review  (1%) 

I 

(D)  Other 
(16%) 
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I am  pleased  to  present  the  Department  of  Human  Resources’  (DHR)  Annual  Report  for 
FY09-10.  The  Annual  Report  outlines  the  department’s  accomplishments  in  FY09-10  and 
presents  goals  for  FY 10-11.  During  this  past  fiscal  year,  while  DHR  confronted  a large 
budget  deficit,  we  were  nevertheless  able  to  implement  a range  of  process  changes  to 
increase  efficiency,  and  continued  to  deliver  essential  services. 

This  year,  many  divisions  within  DHR  focused  on  addressing  layoffs  and  the  budget 
deficit.  We  successfully  negotiated  open  contracts  and  renegotiated  closed  contracts  with 
our  labor  partners,  resulting  in  savings  to  the  City  of  over  $200  million  for  FY  10-11  and 
FYl  1-12.  We  processed  an  unprecedented  number  of  layoff,  displacement,  and 
reinstatement  actions.  We  instituted  human  resources  process  efficiencies  by  utilizing 
technology  and  eliminating  time-consuming  and  redundant  tasks.  We  provided  citywide 
and  departmental  trainings  related  to  layoffs,  and  continued  to  provide  assistance  and 
guidance  to  our  laid-off  City  employees  through  the  Job  Transition  Services  Program. 
DHR’s  Equal  Employment  Opportunity  unit  initiated  a new  Reasonable  Accommodation 
training  program  for  departmental  staff,  even  as  it  continued  to  respond  to  an  increase  in 
the  number  of  workplace  discrimination,  harassment  and  retaliation  complaints. 

Despite  the  challenges  presented  by  our  severe  economic  straits,  DHR  reached  some 
important  milestones.  Efficient  administration  of  our  Workers  Compensation  Division 
has  resulted  in  FY09-10  cost  increases  of  only  4%,  well  below  projections  and  below  the 
rates  experienced  by  similar  public  agencies.  Our  Recruitment  and  Assessment  Services 
unit  continues  to  deliver  state-of-the-art  civil  service  examinations;  backlogs  are  all  but 
eliminated,  with  provisional  employee  counts  at  an  historic  low. 

Due  to  the  focus  of  the  department  on  these  other  critical  issues,  our  work  on  Civil 
Service  reform  was  delayed.  For  the  upcoming  fiscal  year,  DHR  intends  to  move  forward 
with  the  reform  efforts  and  work  with  the  Civil  Service  Commission,  City  departments 
and  labor  organizations  to  improve  the  civil  service  merit  system. 

I hope  you  find  this  information  useful  and  informative  and  look  forward  to  any  feedback 
or  comments  you  may  have. 


Sincerely, 


Micki  Callahan 
Human  Resources  Director 


One  South  Van  Ness  Avenue,  4'^  Floor,  San  Francisco,  CA  94103-1267  ■ (415)  557-4800  • www.sfdhr.org 
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1 Department  of  Human  Resources  Annual  Report  FY  2009-10 


1.1  Department  Overview 

The  Department  of  Human  Resources  (DHR)  has  the  following  mission,  vision,  and  values  to 
reflect  the  guiding  direction  and  principles  of  our  work: 

Mission:  The  Department  of  Human  Resources  recruits,  engages,  and  develops  the  City’s 
workforce  to  meet  the  expectations  and  service  needs  of  San  Franciscans. 

Vision:  We  strive  to  provide  expert  human  resources  services  through  leadership,  facilitation, 
and  innovation. 

Values: 

o Accountability:  We  take  pride  in  our  work  and  are  responsive  to  each  other  and  those 
who  depend  on  our  services. 

o Caring:  We  understand  that  our  work  affects  individual  lives  and  the  delivery  of 

important  City  services.  For  this  reason,  we  are  communicative  with  those  who  depend 
on  us. 

o Excellence:  We  strive  for  the  highest  levels  of  individual  and  organizational  achievement. 

We  recognize  exemplary  and  dedicated  performance, 
o Fairness:  We  act  with  honesty,  integrity  and  ethics.  We  are  committed  to  merit-based 
emplo3mient  principles  and  equal  employment  opportunity, 
o Respect:  We  recognize  the  value  of  each  individual  and  view  our  diversity  as  a strength, 
o Teamwork:  We  perform  our  work  with  collaboration  and  cooperation.  We  support  each 
other  through  honest  communication  and  a safe  and  learning  environment. 

Organizational  Structure: 

The  City’s  Civil  Service  Commission  (Commission)  is  the  policymaking  and  appeals  body  that 
administers  Civil  Service  Rules. ^ The  Commission’s  five  members  are  appointed  by  the  Mayor 
for  six  year  terms,  and  are  charged  with  adopting  the  rules,  policies  and  procedures  necessary  to 
carry  out  the  civil  service  provisions  of  the  City’s  Charter.  The  Human  Resources  Director  is 
selected  by  the  Mayor  from  candidates  nominated  by  the  Commission  and  confirmed  by  a vote 
of  the  Board  of  Supervisors. 

DHR  is  tasked  with  administering  personnel  policies  and  procedures  as  determined  by  the 
Commission,  and  is  organized  into  the  following  broad  functional  areas: 

The  Employment  Serv^f'es  Division  (ESD)  includes  the  Recruitment  and  Assessment  Services 
team,  the  Client  Services  team,  the  Classification  and  Compensation  team,  and  the  Employment 
Information  Services  team.  Collectively,  these  teams  provide  expert  human  resources 
consultation  and  direct  services  in  all  operational  areas  of  the  City’s  human  resource  program. 
The  core  work  is  the  recruitment  and  management  of  the  City’s  workforce,  in  accordance  with 


' Appendix  A.  Glossary  of  Terms  presents  key  terms  used  throughout  this  report. 


4 


consistent  and  fair  application  of  the  merit  system  principles  that  ensure  equal  employment 
opportunity. 

The  Employee  Relations  Division  (ERD)  negotiates  and  administers  the  provisions  of  collective 
bargaining  agreements  between  the  City  and  the  labor  organizations  that  represent  City 
employees,  facilitates  and  administers  disciplinary  and  contract  grievances  and  contractual 
provisions,  conducts  meet  and  confer  processes  with  labor  organizations,  and  administers  the 
Employee  Relations  Ordinance. 

The  Equal  Employment  Opportunity  Division  (EEO)  provides  professional,  expert 
consultation  to  applicant,  employees  and  departments  with  respect  to  employment  and 
accommodation  of  persons  with  disabilities;  trains  supervisors  and  managers  to  prevent 
workplace  harassment;  and  investigates  and  resolves  complaints  of  harassment  and  employment 
discrimination. 

The  Workers’  Compensation  Division  (WC)  administers  benefits  related  to  industrial  injuries 
and  illnesses  in  compliance  with  state  and  local  laws  and  regulations;  coordinates  Citywide 
safety  and  prevention  efforts;  and  facilitates  retum-to-work  programs. 

The  Workforce  Development  Division  (WD)  develops  and  implements  citywide  training  and 
organizational  development  programs;  manages  succession  and  workforce  planning  programs 
and  the  Citywide  Performance  Planning  and  Appraisal  program;  and  provides  assistance  to 
employees  subject  to  layoff. 

The  Administration  Division  (ADM)  provides  internal  administrative  support  and  expertise  to 
ensure  efficient  department  operations;  implements  citywide  projects  such  as  the  Disaster 
Service  Worker  program;  and  implements  policy  changes  through  the  Civil  Service' Reform 
program. 


Functional  Organization  Chart 


Human  Resources 


Equal 

Employment 

Opportunity 


ClassiTicatioi 

& 

Compensatio 
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1.2  Summary  of  DHR  FY  2009-10  Accomplishments 

This  fiscal  year  was  marked  by  the  difficult  economy,  with  budget  deficits,  layoffs  and  labor 
concessions  becoming  a large  part  of  the  work  of  DHR.  Despite  that  situation,  DHR  continued  to 
made  improvements  in  efficiencies  during  FY  2009-10^.  This  section  highlights  the  major 
accomplishments  of  each  team. 

Employment  Services 

o HR  Process  Efficiencies:  Implemented  major  improvements  centered  on  layoff 
processing  including  the  elimination  of  separation  reports,  electronic  information 
exchanges  and  other  improvements  to  abolish  significant  and  time-consuming  and 
redundant  tasks. 

o Security  of  City  Operations:  Revised  its  procedures  to  require  all  employees  to  disclose 
their  criminal  history  anytime  there  is  a change  in  appointment  status  to  ensure  there  is  no 
statutory  bar  or  employment  nexus  with  the  position  and  the  employee’s  conviction 
history. 

o Classification  Database:  Implemented  a classification  database  as  a tool  to  assist  in 
position  classifications  and  analyses  of  classes  for  consolidation. 

o JobAps  Implementation:  JobAps  was  fully  implemented  and  available  for  all  hiring 
processes  including  job  application,  examination  development  and  administration  and 
referral. 

o Citvwide  Provisional  Count:  Successfully  implemented  faster  merit-based  permanent 
selection  hiring  processes.  The  citywide  provisional  count  of  City  employees  is  a historic 
low  of  1.3%. 

o Application  Intake  and  Examination  Processing:  Of  the  80,994  applications  received 
during  FY  2009-10,  staff  conducted  an  examination  process  for  39,650  applications 
meeting  the  examination  requirement. 

Employee  Relations 

o Successor  MOUs:  Negotiated  14  open  labor  contracts  and  renegotiated  all  other  closed 
contracts  to  achieve  economic  concessions  and  efficiencies.  The  savings  to  the  City  from 
the  FY09-10  labor  project  exceeds  $200  Million  for  FYlO-1 1 and  FYl  1-12. 

o Substance  Abuse  Prevention  Policy:  Identified  classifications  of  employees  in  which 
substance  abuse  presents  a substantial  risk  to  employees  or  the  public.  Negotiations  were 
initiated  with  applicable  labor  organizations  and  will  continue  in  FYlO-1 1. 

o Employee  Relations  Ordinance:  Redrafted  the  Employee  Relations  Ordinance  to  comply 
with  state  and  local  law  and  to  reflect  best  practices  in  standards  and  procedures. 
Employee  Relations  met  and  conferred  with  labor  organizations  and  reached  agreement 
on  the  redraft.  The  ERO  is  now  ready  for  submission  to  the  Board  of  Supervisors. 

o Pension  and  Health  Care  Reforms:  Conducted  all  meet  and  confers  associated  with  the 
pension  reforms  that  were  proposed  and  eventually  adopted  by  the  voters.  Negotiated  a 
reduction  in  the  City’s  obligation  to  pay  for  employee-only  health  premiums. 


^ FY  2009-10  refers  to  the  fiscal  year  starting  July  1,  2009  and  ending  on  June  30,  2010. 
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Equal  Employment  Opportunity 

o Consultative/Facilitative  Model:  Established  a consultative/facilitative  model  for  delivery 
of  EEO  program  services  by:  1)  conducting  consultative  meetings  with  SEED,  SEED, 
GSA,  PUC,  DPW,  DPH,  REC,  JUV,  LIB,  AAM,  FAM,  DT,  PRT,  DBI,  DEM,  CPC, 

ADP  and  ART  on  services  offered  by  DHR  EEO,  steps  to  mitigate  employee  complaints, 
corrective  actions  to  resolve  complaints,  the  intersection  between  Workers’ 
Compensation/FMLA/Reasonable  Accommodation/EEO  Complaints,  Policies  on  Use  of 
City  Resources  and  Professional  Conduct;  and  2)  conducting  Harassment  Prevention 
training  for  employees  at  TTX,  CPC,  ENV,  DEM  and  DPW  to  educate  employees  on  the 
City’s  policies,  supervisor/employee  responsibilities  and  prevent  harassment  complaints, 
o Mandatory  Harassment  Prevention  Training:  Coordinated  the  delivery  of  Harassment 
Prevention  Training  for  5,1 1 1 supervisors,  as  required  by  state  law  (Assembly  Bill  1825). 
o Reasonable  Accommodations:  Developed  Five  (5)  Series  Reasonable  Accommodation 
Training  Modules  for  HR  Professionals,  Reasonable  Accommodation  Coordinators  and 
Supervisors.  Presented  three  (3)  training  modules  in  FY09-10. 

Workers’  Compensation 

o Medical  Provider  Network:  The  revised  Medical  Provider  Network  (MPN)  was 

implemented  and  is  being  utilized  for  new  claims.  Additionally,  older  open  claims  are 
being  transitioned  over  to  the  new  MPN  on  a case-by-case  basis., 
o Workers’  Compensation  Costs:  Overall  workers’  compensation  costs  increased  by  4.81% 
due  to  a 16%  increase  in  medical  costs  and  despite  an  8%  reduction  in  indemnity  claims, 
o iVOS  System:  The  iVOS  system  implementation  was  moved  to  a “go-live”  date  of  Q2  in 
FYl  0-1 1 by  the  contractor  due  to  programming  difficulties, 
o Workers’  Compensation  Fraud:  Established  a Workers’  Compensation  Fraud  Unit  to 
investigate  potentially  fraudulent  claims  and  refer  them  for  prosecution.  The  Fraud  Unit 
investigated  50  cases,  of  which  6 were  referred  and  accepted  for  prosecution. 

Workforce  Development 

o Workforce  & Succession  Planning:  Published  a 2009  Workforce  and  Succession 
Planning  Report  with  updated  5-year  trends  in  the  City’s  workforce  and  progress  in 
planning  efforts  citywide.  DHR  also  organized  a citywide  Workforce  and  Succession 
Planning  Conference  to  highlight  the  necessity  to  continue  this  work  in  the  midst  of  the 
downturn  in  the  economy  and  to  share  best  practices  from  City  departments  and  local 
jurisdictions.  Over  120  people  attended  the  conference,  representing  over  30  City 
departments.  A webpage  was  developed  on  the  DHR  website  with  videos,  presentations 
and  other  resources  available  from  the  conference, 
o Expansion  of  Training:  A Leadership  Program  was  developed  as  a follow-up  to  the  24- 
PLUS  supervisor  and  manager  training.  A new  performance  management  workshop 
entitled  “Improving  Unsatisfactory  Performance”  was  developed  and  implemented.  The 
first  component  of  a Human  Resources  Fundamentals  program  was  piloted  with 
personnel  analysts  within  DHR,  which  is  currently  being  revised  before  implementation 
citywide.  A lunchtime  series  on  succession  planning  topics  was  also  initiated, 
o Consulting  Services:  This  fiscal  year  the  WD  team  at  DHR  continued  to  expand  the 
consulting  work  through  developing  customized  training  programs,  facilitating  retreats 
and  team  building  programs,  strategic  planning  initiatives  and  performance  management 
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coaching.  Over  17  City  departments  engaged  DHR  to  provide  consulting  work  on  over  30 
projects. 

o Services  and  Training  related  to  Layoffs:  Job  Transition  Services  Program  (JTSP) 

workshops  were  held  for  laid-off  and/or  displaced  employees  as  well  as  the  workshop  for 
supervisors  and  managers  entitled  “Managing  Performance  During  Layoffs.”  With  a vase 
majority  of  City  employees  receiving  a layoff  notice  this  year,  DHR  developed  two  (2) 
new  workshops  - “Delivering  Bad  News”  and  “I  Received  a Layoff  Notice.” 

Administration 

o Disaster  Preparedness  Documentation:  Developed  a draft  Continuity  of  Operations  Plan  - 
COOP,  to  address  a wide  range  of  emergencies  and  events  (i.e.,  HlNl).  The  COOP 
identifies  the  mission-critical  services  that  DHR  will  continue  to  provide  in  the  event  of 
an  emergency/disaster. 

o Disaster  Preparedness  Exercises:  Deployed  a consolidated  database  and  management 
system  designed  to  manage  city  employees  and  volunteers  during  a disaster  response. 
Through  the  CORES  system,  the  City  established  an  emergency  two-way  communication 
and  management  system.  All  employee  job  classification  and  contact  information  was 
uploaded  into  the  CORES  System  for  deployment,  if  needed.  Additionally,  during  an 
emergency  closure  of  the  Bay  Bridge,  the  two-way  communication  system  was  tested. 

o Civil  Service  Reform:  Submitted  reform  proposals  to  the  Civil  Service  Commission  for 
its  consideration.  Additionally,  implemented  civil  service  reforms  that  could  be 
accomplished  internally  through  DHR  policies  and  procedures.  Of  the  three  reforms 
requiring  legislation  action,  one  is  pending  submission  to  the  Board  of  Supervisors  and 
the  other  two  reforms  are  pending  approval  from  the  City  Attorney’s  Office. 

o Pension  and  Health  Care  Reforms:  Worked  with  the  SF  Employees’  Retirement  System 
and  others  to  research  and  propose  pension  reforms  which  were  adopted  by  the  voters  in 
June  2010. 


1 .3  Summary  of  Goals  for  FY  201 0-1 1 

To  continue  improvement  of  city  human  resource  systems,  teams  within  DHR  will  pursue  the 
following  major  goals: 

Employment  Services 

o Issues  Tracking  System:  To  develop  and  implement  an  electronic  system  for  tracking  and 
sharing  human  resources  issues,  their  timelines  and  status  updates, 
o Service  Delivery  Timelines:  To  respond  and  resolve  all  human  resources  issues  to  the 
client  department’s  satisfaction  with  agreed  upon  timelines., 
o Minimum  Qualification  Program:  To  develop  and  implement  a consistent  and  defensible 
Minimum  Qualification  Program. 

o Classification  Utilization  Program:  To  develop  and  implement  a comprehensive 
Classification  Utilization  Program, 
o Eligible  Lists:  To  deliver  eligible  lists  in  a timely  manner. 

o Use  of  Technology:  To  improve  efficiency  and  customer  service  by  maximizing  the  use 
of  technology  for  examinations. 


o Conviction  History  Program:  To  enhance  the  Conviction  History  Program  by  utilizing 
technology. 

o New  Employee  Orientation:  To  expand  the  New  Employee  Orientation  Program  to  better 
serve  the  needs  of  the  hiring  departments. 

Employee  Relations 

o Support  for  eMerge  Roll-out:  To  provide  MOU  interpretation  and  liaison  with  labor 
organizations  to  support  the  eMerge  roll-out. 

o Substance  Abuse  Prevention  Policy:  To  conduct  meet  and  confers  and  finalize  a 

Substance  Abuse  Prevention  policy  for  employees  in  safety  sensitive  positions  that  goes 
beyond  the  base  requirements  of  the  U.S.  Department  of  Transportation. 

o Policies  and  Procedures:  To  create  standard  operating  procedures  and  internal  training  for 
collective  bargaining  and  MOU  filing  processes. 

Equal  Employment  Opportunity 

o Consultative/Facilitative  Model:  Expand  the  model  to  include  establishing  Reasonable 
Accommodation  Case  Review  Sessions,  continue  the  delivery  of  harassment  prevention 
training  for  employees  and  conduct  EEO  complaint  review  and  consultations  with 
Department  staffs. 

o Harassment  Prevention  Training:  Complete  the  delivery  of  the  third  edition  of 

Harassment  Prevention  Training  for  Supervisors  to  the  approximately  889  remaining 
Supervisors,  as  required  by  state  law.  Assembly  Bill  1825. 

o Reasonable  Accommodation  Training:  Deliver  the  two  (2)  remaining  interactive/role- 
playing Reasonable  Accommodation  Training  Modules  to  HR  Professionals,  Reasonable 
Accommodation  Coordinators  and  Supervisors. 

Workers’  Compensation 

o Employee  Guide:  To  develop  and  implement  a new  employee  guide  to  workers’ 
compensation. 

o Control  Workers’  Compensation  Costs:  To  control  workers’  compensation  costs  to  allow 
for  no  more  than  a 5%  increase  despite  statewide  projections  of  greater  increases. 

o iVOS  System:  To  successfully  and  fully  implement  the  iVOS  system,  which  will  increase 
the  ability  to  go  paperless  by  allowing  all  documents  to  be  scanned  and  attached  to  an 
electronic  file.  This  system  will  enable  the  electronic  transfer  of  information  to  attorneys 
and  doctors,  thereby  streamlining  the  process. 

Workforce  Development 

o Workforce  & Succession  Planning:  To  develop  a workforce  and  succession  planning 
strategy  within  DHR  by  focusing  on  a “grow-your-own”  workforce  targeting  workers’ 
compensation  claims  adjusters. 

o HR  Fundamentals  Training:  To  develop  and  pilot  an  HR  Fundamentals  Program  targeting 
human  resources  professionals  within  the  City. 

o Training  Plans:  To  implement  collaborative  training  plans  in  targeted  City  departments  to 
encourage  professional  development  of  City  employees. 
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Administration 

o Disaster  Preparedness  Documentation:  To  continue  to  expand  existing  disaster 

preparedness  documents  (i.e.,  Continuity  of  Operations  Plan  - COOP)  to  address  a wide 
range  of  emergencies  and  events  (i.e.,  HlNl). 

o Disaster  Preparedness  Exercises:  To  continue  to  develop  and  engage  in  disaster 
preparedness  exercises  to  ensure  readiness. 

o Civil  Service  Reform:  To  continue  the  implementation  of  Civil  Service  Reform  through 
revision  of  Civil  Service  Rules  and  DHR  policies  and  procedures. 
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Appendix  A.  Glossary  of  Terms 


Appointment  - the  act  of  hiring  an  employee. 

Civil  Service  Commission  - comprised  of  five  commissioners  appointed  to  six  year 
terms  by  the  Mayor.  Has  the  power  to  establish  rules,  policies  and  procedures  to  carry  out 
the  civil  service  merit  system  provisions  of  the  Charter  of  the  City  and  County  of  San 
Francisco. 

Classification  - the  process  of  categorizing  job  duties,  responsibilities,  and  qualifications 
into  a system  of  organized  series  of  jobs.  Also,  a noun  referring  to  the  four  digit-number 
and  corresponding  title  for  each  position  in  the  City’s  Classification  Plan.  Alternative 
terms  include  “job  class”  and  “job  code.” 

Eligible  List  - a list  of  qualified  applicants  (typically  in  rank  order)  who  meet  or  exceed 
the  minimum  qualifications  for  a class  and  have  passed  an  examination  or  selection 
process. 

Examination  - a tool  used  to  measure  the  extent  to  which  an  applicant  possesses  the 
knowledge,  skills  and  abilities  to  perform  the  essential  duties  of  a job.  Exam  formats 
include:  multiple  choice  tests,  job  simulations,  and  supplemental  questionnaires. 

Job  Classification  - a four-digit  number  and  corresponding  job  title;  e.g.,  1652  Senior 
Accountant,  7344  Carpenter,  or  2320  Registered  Nurse. 

Position  - a specific  job  within  a classification.  For  example,  there  are  many  positions  in 
a number  of  departments  throughout  the  city  in  classification  1824  Principal 
Administrative  Analyst. 
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Appendix  B.  List  of  DHR  Reports 


r 

Title/Description 

Prepared 

by(1> 

Prepared  for 

Fr^Uency 

Timing 

1 

Provisional  Employee  Report 

RAS,  MTA 

Civil  Service 
Commission 

twice 

annually 

2nd  Civil  Service  Commission 
meeting  in  February  & August 

2 

Appointment  Exempt  from  Civil  Service 
under  the  1996  Charter  Section  10.104-1 
through  10.104-12 

CS 

Civil  Service 
Commission 

as  needed 

Prior  to  approval  of  request  & 
for  number  of  appointments  of 
full  time  employees  to  exceed 
2%. 

3 

Salary  Survey  for  Registered  Nurse 
Classifications 

CC 

Civil  Service 
Commission 

once 

annually 

2nd  Civil  Service  Commission 
meeting  in  April 

4 

Class  Consolidation 

CC 

Civil  Service 
Commission 

as  needed 

regular  Civil  Service 

Commission  meeting 

5 

Survey  of  monthly  rates  paid  to  Police 

Office  & Fire  Fighters  in  all  cities  350,000 
or  more  in  the  State  of  California 

CC 

Civil  Service 
Commission 

once 

annually 

2nd  Civil  Service  Commission 
meeting  in  August 

6 

EEO  Workforce  Utilization  Analysis 

EEO 

Civil  Service 
Commission 

every  5 years 

regular  Civil  Service 

Commission  meeting 

7 

Annual  Report  on  the  Certification  of 
Eligibles  - Entry  and  Promotion-Uniformed 
Ranks  of  Police  and  Rre 

RAS 

Civil  Service 
Commission 

once 

annually 

2nd  Civil  Service  Commission 
meeting  in  August 

T 

Personal  Services  Contract  Report 

ADM 

Civil  Service 
Commission 

twice 

monthly 

regular  Civil  Service 

Commission  meetings 

"9~ 

Prevailing  Wage  Rates 

CC 

Civil  Service 
Commission 

once 

annually 

2nd  Civil  Service  Commission 
meeting  in  September 

Ho 

Efficiency  Plan 

ADM 

Mayor's  Office 

once 

annually 

early  November 

TT 

DHR  Annual  Report 

ADM 

General  public  & 
policymakers 

once 

annually 

Aug  ust 

Workforce  Analysis 

ADM 

General  public  & 
policymakers 

every  other 
year 

September 

Ta 

Succession  Planning  Report 

WD 

Po  licymakers, 
departments 

every  other 
year 

September 

14 

DHR  Budget  Performance  Measures 

ADM 

Controller's  Office 

twice 

annually 

February  & September 

Is 

Workers'  Compensation  Council  Meeting 
Presentations 

WCD 

Workers' 

Com  pensation 
Council 

3-4  times  per 
year 

Per  Council  schedule 

Workers'  Compensation  Council  Annual 
Report  to  the  Board  of  Supervisors 

WCD 

Board  of 

Su  pervisors 

once 

annually 

November 

TF 

Workers'  Compensation  Cost  Projection 

WCD 

Mayor's  & 
Controller's 

Offices 

monthly 

End  of  month 
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Appendix  B.  List  of  DHR  Reports 


Title/Description 

Prepared 

by(1) 

Prepared  for 

Frequency 

Timing 

18 

Workers'  Compensation  Budget  Proposal 

WCD 

Mayor,  Controller, 
and  department 
heads 

once- 

annually 

February 

Workers'  Compensation  Costs  by  Category 

WCD 

Controller's  Office 

once 

annually 

End  of  fiscal  year 

Claims  Summary  Report 

WCD 

Actuary  and 
Auditors 

once 

annually 

End  of  fiscal  year 

(1 ) Abbreviations: 

ADM  - Administrative  Division 

CC  - Classification  and  Compensation  Unit 

CS  - Client  Services  Unit 

EEC  - Equal  Employment  Opportunity  Division 

MTA  - Municipal  Transportation  Agency  (separate  department  from  DHR) 
RAS  - Recruitment  & Assessment  Services  Unit 
WGD  - Workers'  Compensation  Division 
WD  - Workforce  Development  Division 
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